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FORWARD

This manaal is a part f:the continaipg effort of Vocational Edu-,

cati. n at Indian& UniverSity to assist vdcational,personnel wtio have

'resppnsibili.ties:foropdrttive programs:, The dffort is directed to-
4'

* : ,, ., ,

, .

wardaiding the-AnstcaCtor4s of students Who have academic, social,
.'. ' .

physiC9l,:or,,cithil,andicapa that,preveni them from succeeding'in regular
t .

..

. -
. cooperatlive.programs4 .ThUs, the mattrial.s contained herein are oCcupa-

$ .

,L .

,

.

te3nal traini4g,lans for & variety of pOssible occupations that dis-
?,

. . .v

adVantag*4eSand handiOapped st'dents in vocational ea)oation may.undertake.

t

. A, The apPrOadh used. in thellevelopment of the training plan manual ."
c..,

-, , .,

. - . .. . .4- .,
involved:preparing vocationalteachers in the technigaes of training .

. r :

,

.

I'plak=develOpirient
k
and then hairing them'return to their communities and

undertake-the Wevelopment of'"MOdel training plans. We are indeed grate-,
-;

'' '

7
ful to those.voOational instr4torsi,who!contributed training plans and to?-

% P 0, , p

Oe.repreSentAtives of businesS 'and industry who assisted the vocational
, i ,. . 7: :. ,, '' te

A

, instructors ip 'developing thektrainingrplah6d. In addition, we are appreci-

7

. ative of, ;the encouragement of,Mr. Roger C. Newnula, Chief Consultant for

Disadvantaged and Hahdicapped, Divisionctf Vocational. Education, Department
,

# . :
: ,

of 11!blic Instruction and of the support of theahdiana State Board for
(74.

Vocational an.0..Technica1 Edulqation.

41
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OCCUPAT ONAL TRAINING PLANS FOR VCCATIONAL PROGRAMS
OR THE DISADVANTAGED AND HANDICAPPED

OVERVIEW OF THE MAN1UAL

The development, preparation, and dissemination, of a manual of typical

occupational training plans for disadvantaged or handicapped students in

vocational educatiOn constituted the primary purpose of this project.

It may be noted that an incrasing number of vocational education efforts

for disadvantaged and handiCapped students involve actual work exferience.

In order for thii work experience to be educatiTally sound, there needs

to be a formaliiation of the relationship between school and the wOrk.

community. In addition, a 1974 study indicated that occupational materials

were a prime need of vocational"teachers of the disadVantaged and handi-.

A

capped.1 ThuS, this project is aimed at filling a void in the educational

repertoire of vocational instructors of disadvantaged and handicapped ,

students. It will serve as a guide thet can be used in many ways as will

be evident from -reading the subsequent pages and applying the recommenda-

.tions contained in the manual.

A
PROJECT RATIONALE

The provision of actual work.experience is becoming an increasingly

important part of:vocational education for disadvantaged and handicapped

Audents. Students are being afforded.the Opportunity to learn occUpa-

tional, social, and personal skills in real life job settings under the

supervision of the schoOl and a cooPerating,employer. -The theoretical

basis for such,con6urrent work and education experiences lies in the .

belief,that significant education does take place in the real world and

that students having disadvantagements and handicaps may learn readily

1Thomas R. White, Vocational Education for the Disadvantaged and,Handi-

capped in Indiana, A Status Report (Indiana: Indiana University, July 1974).



and experience success ip actual job settings: The historical basis

for such arrangements lies in a proven effective method of Providing

vocational education, cooperative vocational education. Thus, the emer-

gence of concurrent work and education programs for disadvantaged and .

handicapped students.is consistent w th vodational education efforts in

behalf of such students and is patterned after a highly successful method

of delivering vodational education.

While cooperative vocational education has evOlved Into a rather

. highly structured set of operating principles, this is not necessarily the

case with concurrent work and education efforts for disadvantaged and

handicapped students. For example, cooperative vocational education

emphasizes providing students an education that will-lead toward an

identified career. ConcurrentAgork and education eXperiences for dis-

advantaged and handicapped students may have bther primary purposes, such

ag student motiVation, development of employability skills; or socialization.
2

While major differences may exist between the operation of a cooperative

4a,
vodational progYam and the operation of $1 concurrent work and education

-.1

experience for disadvantaged and handicapped students, sane similarities

ddi exist and it is important that teachers and administrators.responsible

for delivering concurrent work andeducation experiences for.4isadvantaged

and handicapped students be aware of.the structure of cooperative vocational

education.
-

. 1

The major similarity must be that both cooperative vocational edu7
.

1
.

dation and concurrent work and education experiences for disadvintaged

and handicapped students ate school sanctioned.learning involvir0 instrUc-
L

tion Outside the school. Since cooPerative vocational education is school.-

2
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sanctioned and urually involves high school credit, it is incumbent upon

the school and the vocational instructor to inspre that the experiences

realized by the students are conSistept with the goals of the program

and the needs of the students. Ultimately, then, the schools must

.

accept the responsibility for assuring_that Learning experiences are in

the interests of the student. Most often the technique employed involves

.the assignment of a vocational instructor who coordinates the students'

-in-school learning with that-which occurs in the work setting.

The mechanism'used in cooperative vocational education for providing

the coordination between the.in-schodl and on-the-job learning experi-

ences is a training plekn Or schedule of student learning activities.

This instrument is appiopriate for disadvanta§ed-and handicapped students

who will be elirolled,in a concurrent work and education program of

vocational education. Individually tailored and jointly developed, the

instrument will document quality control of the learning experiences for

students bOth in the school and on-the-job.

A training plan 'possesses several distinct characteristics. Fitst,

it is developed for an individual student in order to describe the

necessary in-school and on-the-job learning experienCe:that Must be

provided in order for the student to achieve specified goa1. Second, it

is cooperatively developed by the school reprisentatives, or coordinator,.

7

and the employer, or training sponsor. Third, it consists of the following

parts: d) a list of student learning,sXperiences sequenced in an order

,judged appropriate by the developers, b) an approicimate time far each of

the learning experiences, c) an indication of where the learning,is to,

9



occUr, a) the evaluation that will be used to determine,when sufficient

learning has occurred, and e) suggestions of individualized or suppte-

mental learning that may be provided the student.

In summary, training plans are an integral part of cooperative

vocational education that can be used in concurrent work and education

experiences for disadvantaged and handicapped sindents to direct the

vocational instruction needed by such students.

It most certainly must be recognized that there is no simple way to

classify disadvantagements and handicaps and subsequently prescribe voca-

tional education as a remedy: Disadvantagements and handicaps take many

forms and result in a Maltitude of problems for students. However, it

should13e pessible to view ea11 student individually and tailor in-school

and on-the-job Nocational exi*iences to helpLa particular student over7,

come his or her handicaps to-the maximum extehtTossible. A training

plan wilLaid-significantly in the identification of student needs and

the structuring of an appropriate learning experiences.
I. ,

USE OF THE MANUAL

. This manual was developed to provide votationel instructors or

coordinatomiodel training planstobe used.to conduct concurrent work

and education programs for disadvantaged and handicapped students. The
,

training plans contained herein should be used as guidesi in developing

local training plans.by vocational teachers. It shoul.d be noted that a

deliberate attempt waS made to include'breadth'in terms of the tYpes Of '

disadvantaAments and handicapS found iMong'students and breadth in terms

of the scope of occupations covered. While every model training plan



'represents tbe best judgment of the developer and the business or indus-

try representative who participated in the development of the training

plans, the manual should not be conceived as a single source.of learning

experiences needed by students with various types of disadvantagements or

handicaps. The purposes bf the manual, then, include: 1) to serve as a'

description of the kinds of content that should be included in e training

, plan, 2) to serve as an example in discussing training plans with

employers, 3) to assist vocational instructors in developing training

plans, and 4) to serve as one source of occupational Content for severaI

common occupations. It is recommended that the manual be used by the

vocational instructor in the initial contact wiih a potential employer.

The instructor can use an example from the manual to describe how the,

concurrent work and education experience of the student is a joint

responsibility of the school andPthe emPloyer From this standpoint the

manual Will serve to increase the understanding Of the total effort on

the part Of the employer and increase his/her appreciatiow.for the educa- .

tional value of work with the student.

THE DEVELOPMENT OF TRAINING PLANS'

The highly complex nature of the intoraction of a disadvantaged or

,handicapped student in vocational education with the dual .learning

environments afforded by concurrent work ead educational experiences dic-

tates theta training plan must Oe developed for each student,.

Training plans,are developed at the time'when the atudent.is both

enrolled in the concurrent work and education program and employed..

Throughout the period of vocational instruction, the training plans should



he viewed as

needs change

an employer,

a flexible tool which can be modified or revised as student

. ,From the very outset of a cooperative relationship' with

a diligent etfort should be made to involve the employe in

P

the training plan utilization. Below are listed the sequeritial st

76`training plan development.

1.- Assess the studefhts' needs.. As a professional' educator the

for

coordinator is able to analyze each studenc:and identify the jor goals

that are to be attained by that.student through a concurren work ,and

education experience. For example, a student with a leaining disability

may require experiences in which he or she can find immediate measure&

. of success. Accordingly, the coordinator should know what interests and

.strengths the student now possesses; e.g., being outdoorg, or taking, care

of pets.' Obviously, to recognize student needs will require the instructor

or coordinator to search school Fecords, talk with other4orofessionals

who know the student, and hold one or more interviews with the student.

2. Know the communitir. Mie needs of students must be considered in

relationship to available training stations in the cOmmunity 10e16re

, 41,

students are placed at training sites, the coordinator shoulqa, ye:Aade

4

,A thorough canvas of potential training sights and obtained as much

information as possible about the nature of stations and of the persons

who are,in'supervisory capacities. For example, it may be itery unwise to

place a studentwith anemotional disability in a Veining sight which'

involves considerable job stress.

3. Gain a knowledge of the occupation. Onc a training site is

located, it is necessary for the coordinator to understand the'occupation

12,
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into Which the student will be placed. This is'Important bec4use the

primary responsibility for the training plan deVelopmene is' necei'.L'
.4

r:
sarily that of the coordinator. Job knowledge-may be.acq4red°by

, .

.;

a) discussing the job with the employer, b) using tesOurces such A's
. .

'The Dictionary of Occupational Titles, c) observing other,wor e p per-
--

forming the jobor d) discussing the job.with tncumbent workers.

-
4. ,Draft the training plan. Using,the job knowledge and the analysis

"

of student's needs, the,coordinator prepares a rough draft of the possible

. ,

training: plan: Initially Major categoriesc. such:ps safety or clean-up,
-

are listed% Then, possible learmingacti,vities are s'etched in each of

:It.he.'CategOrles.
. _ 1,

5, AAscuss the drAft ,with Vre emploYer. At,thls point an appointmenti
should be made with the..employer to'diAcuas the. rough.draft in depth.

Major questions ShaUld:baSikad: .What-aadltional learning experiences will
. 0,

be nee40 on the job? WhlCh of the-experiences will be provided on the
.

job,*1W the classroom, at hoth'locations? Ate there circumstances within

,

Uz joh_that shc5014 bo,da*.efully!considored when placing a-utUdant with
.tc

' 0
certain identified dinadvantageMents and handicaps? What ia the apprdximate

each'of the4dantified learning Activitise? What is the besi?
,

eeque000-of the loarmin4.activitiets?. Are there,mateiials or resources

thet.mighthe.providnd the.AtUdenttla suPpleMent the classroom awl on the

job' experiences? Are there experiencai that'Oigh,t be added to enrich the

' stlidenei total 'learning? Can the learnincvexperiendeS be valuated

adequaltely?

6. .CogliatOtethe train:4)0)111hp' ,Kith inPut from beamplloyer and the

cpordiatOr's praossionaL knowledge, the,training plin can be'completed.
. .

I
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This involves preparing the training plan formally in a presentable fashn.

It is also possible to discuss the content of the training.pIan with the

students at this point. Thus, the student having some personal :involve-

,

ment with the training plan might be more ready to accept the l Arning

a

that will be expected of him or her.

7. 9,isseminate the training plan. Copies of the .complpted training

plan should be distributed to the employer and the student and a copy

should be maintained.in the iitudent's rPr7ord. When the training plan is

given to the employer, it should be reemi,:..isized that it is a flexible

document that can be modified as student needs change or additional

information becomes evident.

8. Use the Training Plan. The training plan is a dynamic document

that should guide,the student'L in-school and on-the-job education.

Thus, a coordinator can use the document to structure classroamlearning

experiencee for a particular student. A coordinator also should use the

document to check the progress of the student in the.work situation. In. .

4 4
other words, whenever the coordinator pisite with an employer of a student,

the coOrdinator uhluld review the programs of the student. If the student's

progren4,is not what was expected, then the employer and-thetoordinator

will need to consider alternativ*\learning activitis.

The proceeding etepa describe the training plan development process.

The effective utilizatiim of training taans is directlY related to tho.

importance tha coordinator places on ttie training plan and the cohfidence

the coordinator has'been able to achieve with hia or her cooperating.

employers. Continuing and effective utilizatlon of the training plan will

add nignificant credibility to the concurrent'work and education experi-,

*rico for diaedvanteged and handicapped atudentse

tt

14
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.

on the following pages are isted model or sample training plans

4
for sixteen occupations that migpt be pursued by disadvantaged and/or

4

handicapped students in a concurrent work and education setting. Although

%

they were developed by vocational instructors with input from business'

and industry representatives, the'training plans must be conceived;as

guides. Particular student needs, program structure, and communitY

resources will play a major part in dictating the contents of local

training plans. In no case shoul8 the accompanying training plans be

viewed as entirely appropriate until the coordinator has completed the.

steps described on the preceding pages.

9 .

1
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Occupation - Assembly Line Worier

Suileste - Trainable Mentally Retarded

"44 S

e
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Description of Tai5et Population - The following training plan is designed to be used with trainable

meptally retado,individuils. 'The plan contains an outline of areas thaVhould be covered

during the in -schoollnd.on -the -job traitning experienCes. Therefore it is tecessari that some'

background information relative to teacWing methodOlow and the skill aquisition level of the

trainable mentally, retaided,be given. r
I

The TMR is .1,14 individual'who'at the invocational age level hap usually had near notmal

physical developient, although their emqtional and gental (intellectual) abilities are

limited, the wAt age 18 ustally has a meptal age level of anywhere fru( 5 ysgs to 5

years depending,4 the intellectual funct4OninObilities. ,fi Oerefore is most important to

recognize that TMR learns through ooncrete examples and actual experiences at the task

to be masteret.'
sson plans and experieFes,in school and.on the job should be practical,

simple, totally 4oncrete, and brokenldown Int'djimall parts for more efffeient skill development

by the student tilainee. Any skill tODbe leareed should firs4e't'aik Analyzed by the teather

so that the parts are presented in their proper seiuehce and at a rea9ksiic rate. Time and

repetition are necessary for full mastery:of,a skill. During the inkiial training sages a

maximum mount of supervision and structuie will be necessary. Althoegh the supervision may

be decreased as the skill level increasealstucture should always be4 part of the TO work. ,

T

environxient. 4
;

64

I

t
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TRAINING' PLAN FOR COOPERATIVE VOC4TIONAL EDUliTION

The
(Name of Business iirm) will permit (Abe of Student) frtm I am of S noon

High SchOol to enter-t4ir establishment as an employee under the super/vision of (Name) .
for the

purpose
of gaining knowledge and experience in the occupational area/of

Assemb Line Worker
so that

the student may prepare for a career as a(n)

10 loyee in a Oeltered Workshop3,

t..)"

Approximate

,

Time Learning Activities

,
'

/OJT

In

School

,

,

Evaluation

,

Individual

Stucly Assignment

N

five weeks

,

q,

Develop )44loyment Related Skills

1. Know how to endorse and cash a pay

check

2. Know how to spend money wisely for

savingi, necessities, and rectemiion

3. Know how to call in sick /

4. Know to stay home if ill /

5. Know what time to get medication if

necessary for seizure control

6. Know when break and lunch times begin

and end

Develop Sorting Skills

1. Sort items by color

2. Sort items by shape /

3, SOrt'items by size /

4. Sort items by pattern

5. Sort items by texOre

6. Sort items by a stated quality

criterion

X

K

,

1

'

,

X

x

K

X

,X

X

X

X

x

,

.

,

,.

,

v

Apply for and receive a

security card

,

,

,

,

.

.

social

0



Page 2 of s

Approximate

rTime

,

,

.

Aearning Activities OJT

In

School

,

Evaluation

.. Individual

Study Assignment

x ten.weeks

,

t

,

ten weeks

,

.

,

,

,

Develop Paper Products Assembly Skills

1. Collate different papers into the

proper sequence

2. Staple papers together neatly

3. Fold papers to fit an envelope

4. Stuff envelopes with folded papers

5. Address envelope labels for(Mailing

a. rave preprinted gummed label

b. place label in front center of

i envelope .

Learn Efficient Uge of Hand Tools.Skills

1. Dposen and tighten nuts and bolts with

wrenches

2. Tighten and loosen screws using a

screwdriver-
.

3. Cut.and.strip wire using wire cutteri

4. Haimer d nail

5. Remove nails using a claw hammer

6. Drill a hple using a hand drill

7. Use a power drill safely

8. Cut wood with a hand 'saw

9. Use a power saw safely

10, Sand rough wood smooth using sand pa-

per and a sanding block

11. Use an electric sander safely .

12. Take the lid off ofla paint can using

a can opener

13. Stir paint thoroughly with,a stir

stick ,

14. Carefully apply paint using a pai t

brush

15. Clean brush with solvent

.

,

X

X,

X

X

x

X

X

X

X

X

X

X

X

X

X

X

,

X

'X

J, .

X

.

X

* X

X

X

x

X

X

X

X

X

X

, X

X

X

X

.

,

.

_

c

.

.

,

.

.

,

.

,

.

.

.

,

,

22
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Approximate

Time

,
,

.

,

learning Activities

In

School Evaluation

Individual

Study Assignment

wlve weeks

q

p

,

,

,

Develop Hardware Assembly Skills'

Note: For this "in school" training task

the teacher will need to obtain some "work

samples" from-local industry or the school

system. Create two separate assembly lines

One line to assetble the work samples, and

the second to disissemble and thereby re-

cycle,the parts bad through the assembly

section. This exercise should simulate,an

actual woik environment as closely as pos-

lible. Schedule the lines to run periods of

time that increase each day to build en-

durance 4nd lengthen attention span. Ana-

lyze the task and assign one, job to each

Individual, ,A token reinforcement system

'that works on a piece Tate model will add

to the .realism and inciease the production
,

rate. g

Develop Hardware Assembly Skills

1. Complete one assigned job on the
,

assembly line

.

2, Complete two or more as"signed jobs on

the assembly line

3. Change jobsNhen asked and complete

the new job I

4. Work as a materials handler

.

5. Increase production rate to the best

of Ability

6. Do work in proper sequence

7. Keep materials and tool's in proper

place during work period

8. Alert supervisor if assistance is

required

9. Control individual behavior' and act

..4n ),1 socially acceptable manner

a. remain in seat at the work area
. . ...

.

.

,

c

,

.

.

.

X
.

X

X

X

.

, N

X

,

X

.

.

/

,.,.

.

,

.

.

,

,

, .

,

.

,

,

,

,

,

i

.

,

4

.

.

.

.

I

I

withoUt disruption
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Approximate

:Time,

.

I

'"' learhing.Activities

/

OJT
,

In

School

.

,

Evaluation

Indiviilual

Study Assighment

4

,

,

.

.

continuous

-4 ;r,' ,i,,' ,

..,,'

.

b. share tools with other iOrkeri

c. coAtrol individual behavior in

break-and lunch/areas 7
..., ;

d. accept: criticism without anger and./

or frustration

e. lollow directions in a fesponsible

and trustworthy manner'

f. display interest in work and strv

to increase skill level

1. work along side another individual

,. cooperatively

10. Use.tool0 in the prtiier manne(' ,

11. Select correct tools for assigned job

and prepare work area to complete the

job, J ., ,

Observing Safety in the Work Areas

1. Keep table and.floor siept,and.

uncluttered '

2. Put work materialsaway at the end

oi the work day :'

3. PUi toola in proper storage area'at

the end of the work day

4..Report all broken and damaged tools

or equipment to supervisor

5, Know how to report a fire

6. Know location of all fire exits

7. Practice use of a/fire extinguisher

8. Know hoW to report an accident or in-

jury

9. Know where to get first-aid,

10. Walk only in designated walkways J

11. Do not stop to talk to or distract

other workers'
,

12. Smoke only in designated areas

13. Wear safety clothing

14. No loose clothing near power iquip-.

ix

It ,

/

/

X

1 ,

X

4
,

X

X

X

X

X /

K

X

X

X

X

X

X

X

X '

, x

-x

X

X

,' X .

' X

X

X

,

X

,

X

X

X'

X

X,

X

X

X

X

X

x

,

/

/

,

.

.

,

,

'

,

,

,

.

,
.

. ,

.

,

,

,
..

,

,

,

,

,

If

,

1

,

ment
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,

':.Approximate,

Time

`-'

.,..Lea01,01.,Atti ks .:
,

.

,,...

,

OJT

., In

Schäol

.

Evaluation

Individual

Study Assignment

.

,,,

.. :41k 'ieeks'

' ' ''' ''

. ., .,,
. '

./.:,

.,..,...

,

L

,

, l

lg...

.. ,
ti
',at ,

,

d

e15.;:iospep.,Opisi,'Oi'us'.,:,,t hm bply

'il'' ''t iik a ItiOOs., ,.. 'fa . in. e e .., e ...,, ,.,,,,,,..,,

,;,. ,,,r : ',;,,.,4;',.' S' ,. " *.). .1 ,

',.. , il: !, ,1 .' '..,'". 4 rtiti 1'7. '';'...
Devpiop,,Itgty.,0 .pe. 'Public Transportatioi

'Xittict b' S Jt'iji'i'':'''' '.0 . u p e ,. ,

. 2i , Know 'yhete' to,..tiitciftbe bus

, ),, KnoVkhekbus' istops'./.

if necessary
,i:,-,..,....: ,. , :.1 ,i ',

,Itert.to, get oi the bus,D,...mo
fi

m f
, ''..;,,, ,,..,'", ,... ,,

vt...,'N'tIv:..t4,.'tlialk to and from bus stops

.1alt010:h0Outh It.,qclsts.'.0 ride the bus

lave
..,,,. ,'.,,,,.....,..,:;

J%correct,,Cnange,r,e0y., .

B. NOV ,hoit..0,' 4.4nal..,:b.us, driver to stop

lflOther,thaIngular .stOp.'',18.,.qlosest
,

o,,job,,,..;

;Kno.,Aot'..,t0 :acoept...,rides hot,' kith
. 11

II ge$$.1:::.

10. OW' 00ddre$84t&WOO addrets in'

.,caSe,los ,

. ,

,

, .:.,..,
, .. ,,

., , ki:.

. , .. ..t t... 44 ..; . ....
, ,, , , ,.

:, . , , . , I, 6
, ,

1 '
, i

, ,
r 1

.., 1 +,0

i

.

:

!'. ....
. .:

,
. ., I

I,

t

.

P

.

.

,

o

X

X

x

X

, X

K

X

X

X

X

X

e

I

t

I
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,
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.

,
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,
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Occupat1on - RuOmobile-Service-Station Attendant

Sugiested Tarjet Poptlition / lolotionally Disturbed

.

4



30

Definition ot terms

The Emotionally Disturbed - An emotionally disturbed child, forpurposes of special eddcation,

is one' who after,receiving supportive and counseling services availalle 'to all'studentidesigned

to improve learning and adjuitment in the regular classroom, isochr.onically unable to make

constructive use of his school experience, as manifested by an inability to develop socially
,

and emotionally and learn at the same rate as his classmates and who requires the provision

of special educationalservices.

Automobile-Service-Station Attendant - Automobile-service-station salesman; filling-station

attendant; gasman; gasoline-station serviceman; gas -staiion attendant; gastender; *man;

salesman, gasoline; 011esman, oil;.service -station attendant, Servides automobiles, buses, trucks,

and other automotive vehicles with fuel, lubricants, and accessories; Fills fuel tank.of

vehicles with gasoline or diesel fuel to levellpecified by customer, Observes 1 vel of oil

'in crankcase and amount of,water in radiAtor, anei adds required amounts of.oil an water.

Adds necessary aMount of Water to batteryl\and washes windshield of vehicle. Lubricates

vehicle and changes motor'oil [Lubrication Man). Replaces lights, and washes and'waxes

vehicle. Collects paymentfor services and supplies in cash or by completing credit card

sales form. May adjust brakes (Brake Adjuster]. May sell batteries and automobile accessories

usually found in service stations. 'May assist in arranging displays, taking inventories, ind

making daily reports. (Dictionary of Occupational Titles 915.867)

4



TRAINING PLO FOR COOPERATIVE VOCATIONAL EDUCATION

The tName of Business Firm) wilrpenmit (Wiame of stludent) from._ Oame of SchiolJ

High School to enter their establishment as in employee under the supervision of (Name)

41.

for the

purpose of gaining knowledge and experience in the occupational area of 915.867 Auton;o bile SArvice Ao that

.J Station Attendaht

the student may prepare for a career as a(n) Automobile Service StAion Attendant

4

32

Approximate

Time

(
s

,

Learning Activities OJT

In

School

,0

Evaluation

. Individual ,

, .

, 'gudy Assigtrent' .

.

four weeks

.

,

.

.

.

three weeks,

.

Background Training: glass Activities in

Understanding 0nese1f in Relation to the

World of Work

1. Analyze self concepi

2. Analyze lifestyle goals .

3. Recognize personal preferences

a. Career-Activity pref.
,

b.' Data-People-Things pref.

4. Gain insight as to personal,aptitudes

5. Gain insight into "Who T you?"

Parent-Adult-Child

6. Gain insight'into "Who are you?" HuMan

needs

.7..Gain insight into "Who are you?"'Types

of personalities

,

Human Relationships

1. Learn what motivates people to behave

in specific Ways

'2..Learn to pick up social clUes by :'

"reading" others

3. Learn how tepositively influence

others

,

,

.

.

X

X

X

X

X

x

x

X

X ;

,

X,

X

I

,

/

,

/

/

,

,

/

.

/

/

,

,

/

,

.

,

,

/

1 an 31.

3 /

4 0 5

6.

7 and 8 .

9 10, and 11

,

12, 13, and 14

_,_____
.

.1.1,

15, 16

17

18 and 19

*Nuiber cocis refer tc

Indivilkal Study issil

listed n pages 11 12.
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Approximate

'Time

,

I

learning Activities

A

OJT

In

School

,

Evaluation

Individuil

Study Assignment

three weeks

Olt

.

two weeks

one week

.

I '

,

eight weeks'

.

.

.

.

Employer & Co-Worker Relationships .

1. Learn the effect of personal attitudes

2. Determine what an enployer might

reasorrniblil expect of an employee

3. Dete newhat an employee might

.expett of an employer -

4. Learn methods of getting along with

co-workers

Exploration of Materials Which Describe

Work in ServiOe Stations

.

Preparation for Service

1. Stock winashield paper towels on

island

2. Fill windshield bottles 1

.

3. Fill radiator buckets

4. Stock cigarette Supply on island

5. 'Check personal appearance ..

a. personal cleanliness

b. cleanlinesi of uniform and shoes

' .

Service on the Island

1. Initial customer contact

a, friendly greeting

b. suggest filr-up

c. repeat customer'i okder to him

2. Remove gas cap and place it.where it

will not be forgotien

, .

1
.

. ,

. .

,

,

X

X

X

X

X

IX

4
X

,X

X

,

X

X

X

X

.

,

.

X

X
.

X

.

X

.

It

,

X

X

,

.

'X

_

,

.i

,

.

.

N.

, 14

,

,

.

1

.

20

21

22
,

23, 24, and 25

.

, 4 .

26,27,28, and 29

.

,

.

.

.

.

.

.

34
35



Page 3 of12

S.

.Approximate

Time ' Learning Activities

r

OJT

In

School Evaluation

...-m.........
Individual'

Study Assignment

I

i
,

,

,

.

.

3. Reset pump

4. Place nozzle in gas tank properly

5. Clean ill windows except rear window

of convertible 1

6,Clean wiper blades ,

7, Clean outside.mirrot

8. neck .radiator (know proper way to

remOve cap to prevent ,burnS)

9. Check battery ,

10. Check5transmission fluid i

11. Cbck oil and show dipstick to cus-

toiler

12.' Inspect tires while working around

car and ii low, invite customer to

tire inflator
,

13. Remove nozzle from tank and replace

taP

14.,Total the sale ,

;a. read punp

b. figure tax

c. make change

15. Know compny products; be, able to

answer customer gpestions (i.e. r

regarding appropriate grade of g4s
I I

or weight of oil)

16. Leain apprqpriate selling technique's

a. be pleasant
,

b. be honest

c. look customer in the eye

d. tali intelligently about the pros

, duct ..

e. Make suggestions regatding pur-
. ,

. chase of prodi)cts other than

gasoline

4

. X

X

X

X

X

. X

X

X

X

X

.

X

X

X

X

''., . X

ft

X

\X

'
3.

ir.,

')

,

X

X

X

X

)X

_)

X

X

X

X

'

X

X

X

,

,

.

? ,..

4

,

.

0

.

,

.

.

.

'

,

!.4

31

,32

,

1,

4

s

,,,

,

,

,

I

.

,

.

,

,

1

, ,

,

,

.
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Page of is

. Approximate

;Time

t, .

.

Learning Activities PJT ,;SchoOl

In

.1valuation

_

'

..

Individual

Study Assignment

.

,

two weeks

.

1

?

,

f. "Demonstrate" need for product
,

whenever possible
,

17. Learn two and three man method of

serviCing automobiles ',,

18. Provide street and highway informatiOh

a. know community

. b. leirn to interpret and distribute

mapvand to give accurate verbal

directions
,

19. Leap to handle custometcomplaints

a.,-listen without overreacting

b: mike reasonable attempt to retain
.

customer..goodwill

c. Refer customer to proper person for

major adjustments

d. Obtain custoter signature for cash

adjustments

20. Thank customer for his business and

encourage return business

Cashing,Checks
.

.1. Daarn and obserme station's check j

cashing policy ,

2. Learn specific procedures and safe-
,

, guards

a. accept checks only,for amount of

purchase

b. Insist on piroper identification

from customer

c. Put endorser's .address, driver's 1

license nuMber and license nuMber

of vehicle on check

d. See endorser sign check

e. See that there are no erasures on

check, thatit is in ,ink, and that

written and nUmerical'amotnts

agree ,

X

X

X

X

x

X

X

X ,

X

X

X

X

x

,

X

.

X

X

.

X

X

X

X

X

X

,

X

I!

,

X .

X

,

1

.

,

.

,

\
1 .

#
,

. .

, 4

.

.

p \

,

.

,,._.

,

S

,

t

.

,

,

.

.

.

,

,

,

,

.

.

.

,1.

,

.

,

.

.

.1,
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of 12

Approximate

Time

e,

learning Activities OJT

In

School Evaluation

Individual

Study Assignment

one week

,1

,

,

. ,

four weeks

/

,

.

.

f, Accept no post datedochecks,

government checks or counter checks

q, Laiih traveler's checks only if they

are signed in your presence

,

Charge Tickets

1. Learn and observe station policy re-
.

garding approval of charge requests

2. Learn company procedure for filling

out ticket including such things as:

a, customer's name

b. account number

c. number pf gallons of gas

,d. type of gas

e. price per gallon

f. any other items sold

g. total sale
.

h. date , .

i. initials of salesperson

j. iicense number j ,1

k. signature of customer.

3. Learn to operate machine to stamp

customer's charge plate

4. Learri proper dispersal of charge

copies to customer and'company

Cleanlins d

It Learn to keep the drive neat looking

and clean

a. Arrange and clean display merchan-

,diee

b. Wash or wipe off pimps

c. Wash or wipe off signs

d. Wash island and island poles, '

,e. Check pumps for damage and leaks

,
,

X

k

X

X

x

c

x

x

X

X'

4

7

X

r X

X

,

,

A
x

X

X

X ,

X

X

X

X

X

X

X

X

,X

X

X

X

.X

X

X

, X

,

,

,

,

,

,

.

,

,

,

,

,

,

,

,

.

,

.

.

,



Approximate

,

Time

,o

Learning Activities

,

OJT

,

Ili

School Evaluation

Individual

Study Assignment

,

,

.

,

\

.

,

. ,

..

/

.

.

f. Wash drive and clean up oil spots

g :.-ty,trash barrels

h. Pick up loose litter

i. Check gutters and drains

j. Clean covers on island lights

,k. Mow grass
I

2. Learn,proper housekeeping for the in-

side of the station offi6e

a. sap theifloor

l?. wash the windows

C. clean walls i woodwork

d. clean and.arrange merchandise div\

plays

e. empty wastepaper basket!' /

f. organize bulletin boards

g. dust and organize work tables

h. reroveldirty uniforms and rags

I. clean drinking fountain

j. polish metal surfaces

3. Learn proper mntenance for building

exterior and To grounds

A. wash or paint walls

b, wash or paint fences and billboards

4. Learn proper cleaning techniques for

restroorm .

a. mdp 4loors

b. clean mirrors

c. clean lavatory

d. wash walls and woodwork

e. clean commode and seat

f. refill supplies of soap, paper

towels and toilet paper

g. irpty wasti recepticles

a

'

X

X

X

X

'X

X

X

X

X %

x

X

X

X

X

X

X

. X,

X

X

, X

X

x

X

X

,

X

X

X

X

X

X

k

,

II

,

,

,

;

II

4

.

.

,

.

'

.

,

.

.

1,4

,
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,....

,Approximate

Time.

,

learning Activitie. 017,

:,:

X

x

X

X

X

X

X

X

X

X

X

11

Schil

H

,

'

,

,

4 '

EValuatiW

.

, .

.

,

,

,

,

,

Individual

Study. Wignment

.

.

.

,

.

.

,

)i

.

.

r 1,

,

four weekS

,

,

1

,

,

.

\

,

,

.

,

General Maintenance-,

1. Learn proper m4ntenante procedures '

for air coapresSor ;

.a. drain water once/week ,i,...p....'

,
.1 .

b. Check oil each week f i

c. oil motor monthly ,...

2. Learn proper maintenance pOCedures'
1,

for pumps and hoses dir: .'',.: :41

a, always, reset punp efore 'unig

on to prevent shearing of 64. ter

,pin

b. do not leave hoses on drive where

they might be run overt

, 3. Learn proper maintenance krocedures

for lights

a. replace bulbs

b. test fluorescent lights, to deter-

mine which has caused series to go

.out ,

c. notify maintenance if circuit

breaker continues to go off

4. Learn to prepare for cold weather

a. shut off outside water faucets

b. drain outside water lines

c. blow water out of outside air llne

5, Learn to prepare for wind storms

a. lay all movable signs on ground

b., remove all outside displays

c. latch all doors
.,

it 6.' Learn and observe lighting schefile

a. turn pump and ID sign lights on ar4

off at pfekribed times

' b. turn island 1ights:o00,0i0t,

prescribed times

#

45



Approximate

Time Learning Activities OJT

In

'School Evaluation

PageLOTZ

Individual'

Study Assignment

one week

c, 'thin lights in station On and off

at prescribed times .

d, leave pop and ID lights on when'

dark or, rainy

7. Learn and observe painting schedule

a. paint building, signs and fences as

directed by the company

b. exercise cart not to, splatter paint

on walks, drive or equipment

Receiving Merchandise from Tank Trucks

1. Take tank readings before and after

delivery

2. 'Record tank readings on delivery tic7

ket

three weelm- Change of Shifts

: 1. Incoming and outgoing shiftmeni

a. count change fund separately and X

recoid data
.

b. count the inventory and record
.

c. read pump meters and4ecord

d. compare readings.:ind4cC6,Unt for

' differences

2. Outgoing shiftmam:*,

46

'X

a. count cash'from d4i10.10

record on daily rOot:

b. make out bank depoW:10.00,*
,

requested

Continuous Safety Proceduipe,,

1. Post no smoking signs onArive

2. Allow no smoking by sta4 ox customers X

on drive

3. Dispense 'fuel only when/Vehicle motor

is shut off

X

X

X

e.

34, 35 and 36

47



:Approximate

Time

.

, ,

learning Activities
4 .

_

'OJT

0
Schbol

.

Evalyation

.

Individual
,

Study Assignment

,

,

,

,

,

,

, .

,

.

,

t,

,

4., Keep premises free from rUbbish '.

5. Clean only wvith nonfiammable-liqUids;

never uselasoline, naptha, etc.

6. Learn location of hoses and fire

extinguishers and proper extinguishing

methods

7. Do not sell flammable liquids into

portable containers under 6 gallons
, .

unless they are red, metal,.have'a

tight:closure, and are fiited.with a

pour spout ,
.

8 Allowno sales o(gasoline over 6

gallons except into fuel tanks of

vehicles whicILAre connected to car-

.buration systems of the vehicles

9. Allow no self-service except on pumps

deSignated for self service

10. Collect from customer after nozzle has

been removed from his car end returned

to F.,

,11. stoii:empty pop bottles in their cases

12, Clean ice and snow from walks and

drives
, .1

,.

13. Allow no drinking of alcoholic beve-

rages on,premises ,
14. Place station signs away froM publk,

, sidewilks.ind pedeitrian right-of- :

,.

ways

Employee ,Safety ,

1. Know' not, to carry excessive amounts of

money.

1;new. Ocit' to arOli or fight in the

'11114',0 . obbe;y1 poncentti*en

40104: ióor o1içe

Atto iFgy hons' nu

X

X

,,-

X

X

-

X

X

X

X

X

X

K

K

.

X

X

X

:

,

.

: t

.

.

,

,

.';''.f,

''

,

.

i

,

.

0 .

,

,

f ':

...

0.

.

.

,

,

,

,

.

. ,

fil.:Y.1

. ,

0,

,

.

,



, Approximate

_Time

.

.

L

learning Activities , .0JT

In

School Eyaluation

,

Individual ,

Study Assignment
A

'

,,

1,...,:,

, ... A

4 t

.

..

''. .

,

.

.

1. .

.

.

,

1

.
.

,

,e,

a

,

a

i N

4. Know not to report details of a

robbpry to passers by
L

5. Know not to,give out information on

gallonage or money handling procedures

6. Count money out of sight of cUStomers

-- preferably in locked back room

7. Know procedures for dealing With civil
r

disturbances:

a. contact. supervisor

'...

b. contact police . , I

haVe eectrc ,1lc. shtit off pumps or i
,

company cut off power to prevent ,

, dispensing of flammable pr9ducts

d. lOck up all merchandise securely

.

0

9

i

.

.

1 ,
4

,
r ,, .,

0 ..
r

.

.

.

. r

'

I

X
1

X

X

X

X /

Xi

'

, X

.

,

.

.. ,
v .

y.

.

.

If

e

/

,

4

/

.

\

.

.

,

I.
,

.

,........

,

0

,

n

.

I ,

,
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Page 11 Cf 12

Individual Study Assignments

1. "Understanding Yourself,". Chapter 6, Succeeding in the World of. Work,
McKnight, 1975. ._

_

2; Foundations for Occupational Planning, Film, Society,f6i Visual
Educa4on,

/

"Analyzing goals: Activities," in Individualized Related InstruCtion
For Entering the World of Work, McKnight, 1974.

4. Exploring the World of Work, Tape, H. W. Wilson,

5. Hall OccupatiOnal Orientation Inventory, Follett, 1V8.

I

6,.:mPeople-Data-Thing8 Evaluation," in Individualized Related Instruction
' 'for Entering the World of Work, McKnight, 1974., .

?

7. United States EmPliyment Service, General AptitudeTest Battery.

"Identifying Your. Aptitudes and Abilitiesin IndividUalized-Telate&
Instruction for Entering, the World of WorkYl4cKnight4J974.

9, Born,to Win, (Chapters 2, 5, Addison-WedleyPublisheii, 1971.
)

10. áames'People play, Grove Press, 1964 (Part I).

li. Careers, Prentice-Hall, 1974, Chapter 3.

12. Motivati'ori an4,Personality, Harper, 1954.

13. Careers, Prentice-Hall, 1974, Chapter 4.

14. Making Vocational Choicei, Prentice-Hallo 1173.

15. SuCceeding in the World of Work', (Chapter 81'MCKnight, 1975.

16. You, Frank E. Richards Publishing Company, 1973.

17. The Silent Language, Fawcett Publications,41959.

18. How to Win Friendeand Influeuce'People, Simon and Schuster, 1936:

19. Engineering of Agrpement, Film, Roundtable, 194.

20. ,SuCceeding iwthe World,of Work, (Chapter 4) McKnight, 19751

2X. "You 'mid YOur Boss," Coronet Films, 1960.

22. "Employer-Eaployee Relationship.," in,Ipdividualised Related
Instruction foldIntering,,the World:Of WOA, McKnight,,1974.

62
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(Individual Study, Assignments tont.)

,
Plant'Supervisors Problem Series Tilm,McGraw-Hilli, 1959.

24.. Dealing with Problem People,,Film:Seri,es JOurnal,,.1971.

25. "Co-Worker Case,Studies," in IndividualizedllelatedtInstrxiction

.

for' Entering the World of Work, McKnight, 1974.

26. Working in a Service Station, Filmstrip, Eye Gate House.

*, ;" ,

"Gasoline San/ice Station Attendants,". MccupatioAd il Outlook27.
- M

Handbook.

2 . "Servibe Station'Operation as a Career,":..Careere Research
Monographi96e.

29. A Job with a Future in Automotive Mechanics, Grosset and Dunlap,
1950.

30. Unit on Personal Grooming,.1,

31. Math'Units: Making Change; CalCulating.Sales Tax.

-32.1
6, _
,Engineering of Agreement,'Film, RRundtable 1958.,

33. Succeeding in the World Of Work, (Chapter 14) McKnight:1975.

34. If YQ1.1 Hear the Explosion the Danger has Passed, Film, Xerox,
, 1969.

35. Sucdeeding in the Wbrld of Work, (Chapter 9) McIpiig

36. On the Job, Frank E. Richards Publishing Company, I

53,

33

, 1975.
t$'
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pccupation - Bus Boy

§uggested Target Population Mildly to MOderately1Retarded



Cafeteria Bus Boy - The followin training plan, concerned with teaching-bus,sing skills in

cafeteria type settings, is designed for mildly to moderately retarded persons (i.e. EMR to

high-functioning TMR). The plan is designed for use by the teacher during in-school Atruction,

.and by the employer for son-the-job training. Because of realistic difficulties in placing

retarded students in public restaurants, this plan is primarily iftended for employees in

cafeteria settings, such as ,41rols, factories, bospitals, or other institutions.

, Prospective studer -; Ilan must be capable of following seqUenced commands, and

function flexibly enouc. the variety of jobs which "bussing" entails. The teacher must

also realize that the. i' .J41 steps must be thoroughly and properly Sequenced; and"

supervision of these specl., ;ocation'al students must be highly structured. This plan could

be altered, obviously, to suit one's ipecific needs of instruction, as well as to include '

retarded students with mild visua), auditory, or perceptual handicaps. Yet the physical

requirements of the job dictate that the studehislust be at least near-normal,in physical

developmt, especially in sOeed, balance, and strength. They also need the ability for

prolonged standing, walking, liftingotooping, and generally good use of their hands and

arms.,These qualificatimight el te the orthopedically handicapped Marded student.

f

56



TRAINING PLAN FOR COOPERATIVE VOCATIONAL EDUCATION

The,
(Name of Business Firm) will permit (Name of Student) from (NAmp of Rdnnt)

School,to enter their,establishment as an employee under the superyision,of ! (NaPP) for the

purpose of gaining knowledge and experience in ihe occupational area of
311.878 Bus toy so that

the student may prepare for a career,as a(11

Approximate

Time Learning Activities

14115 Related,to Job Success

f: Know hOw to use public transportat_

2..Know personal data; name, address,

. phone, social security.'

3. Know how to punch time clock

4. Know scheduled break and lunch times,

5. KnoW how to call in sick'apd not to go

to work whey. ill

6. lhow company policy on tardiness and

absenteeism

7. Know how to endorse and cash pay check

8. Know how to save money, spend for

necessities and provide for recreation

(Cafeteria) Bus Boy,

OJT

Ins

School

a

Evaluation.

Individual

Stu4y Assignmeni

Grocaing,Skills

1. Keep body and hair clean and hair

combed

2. Use underarm deodorant

3. Brush teeth and use mouthwash beiore

work

4. Keep fingernails clean and,clipped

5. Wash hands after every trip to rest-

, , room al)d acter'lunch and breaks

6. Keep clean handkerchief for coughing

and nóseblowing, wash hands afteeusing

handkerChief

X

X

X

X

X

X

Obtain and be able to read bus

schedule

Apply for social security card
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.Approximate

.,

,Time

0

Learning Activities OJT

In

SChool Evaluation

Individual

. Study Assignment

.

.

.

7. Stay cleanshaven

8. Use cosmetics appropriately,

9. Wren: Be able to care for menstrual

needs so as not to interfere with

work p 0

10. Wear clean'underwear, socks and shoes

11. Wear clean, designated uniform or

, clotheswork

12., Wear clothing protection and proper

headware
.

hbrk Habits and Attitudes

1. Remain with your assigned job and

area, do not "wander"
.

2. Be polite and use good manners in all

situations

3. Limit laughing and talking at inap-

propriate times and places

4. Co not smoke on the job

5. Learn not to make or receive personal

telephone calls or receive visitors

while working

6. Never use harsh language with custo-
4

mers

7. Limit use of the restrooM

8. Be friendly,to customers, especially

if asked questions but do not,over-

soCialize
.

9. "Be professional", work quickly,

quietly, and caree'lly so as not

to draw attention to yourself

$

,

,

,

.

X

X

X

X

X

X

0

X

X

X

X

X

X

X

.

.

X

X

X

.

X

.

x

X

X,

X

X

X

.

.

,

4

.

.

.

'?

. .

.

.

.
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Page 3 of 7

Approximate

Time learlii,ng Activities OJT

In

School Evaluation

Individual

Study Assiinment

continuous Safeiy in the Work Area, and Personal

Safety

1. Keep floors mopped clean and dry to'.

avoid falls; pick up debris

2.. Do not use broken machines or'equip-

ment; report such*to supervisor

3. Keep work area clean

4. Keep handsraway from burners (

coffee refill stations), or other

running equipment

5. Set tray firmly on table so it will

not tip when stacking dishes

6. Watch for customers when carrying,

trays to tables, they have right-of-

'7. Use caution when enteri9'kitchen.

area.when carrying stacks of trays;

'or when entering restrooms.with'

cleaning,equipment.(Avoid bunping

'into others)

8. Wear proper head covering

9. Do not wearktennis or canvas shoes

,or sandals when working -

10. Practice useof fire extingAhers_

11. Know all duties and locations of

fire exits' in,case of fire,

12. Practice giving information to emer-

gency people when reporting.fire or

'aecident 1.

r4,13. If customer is ill or injured, attend
.

qm..if possible, then call.manager

soervisor

:14AhOw where first aid-supplies are

kept, and practice using-them

15. Know general fire,and iafetylegu-

lations of place of employment

16. Be'familiar.with general:safety

rules, and how to avoi&comion.cauies

X

X

X

X

X

X

X

X

X

Continuously

defined as

when student

perforns

behaviors

and skills

as listed;

for job

training

competently

Time adjust-

ments.may be

necessary

especially

with1MR

learners

t, 1

r

,
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" .wA ?' "!

Approximate

.

.Time

. ,

,

44.

Leting Activities
,

,5 ,

v

:41 I

I.'
t'''"

,,ik.k.%10,Z,t, 4,

,

StutifAssiOtheop .

:44 An

continuous

,

,

,

0 .

,

i

'eight weeks

,

.

,

17. TOi off all eqUipment when not in

use, Or if hot working properllo ,

18. Do not attempt to carry too:many 1,

1

ttrays oftdishei to dishroom, generally

6-8 settings is enough

19, Use caution,in measuring.and'pouring

. solvents, disinfectants, and other

chemicalS

21:L Use both hands whenbussing or carry-

)ing trays,,for speed and safety

21.' pep ill unneeded suppliei Put away

and, return all:equipment' to proper

place,at end of day
,

22. Never engage in "horseplay" while on,

the job,., ,'

,
(

,

Bussing Tables

1. Set bussing cart near table, not

blocking aisle or set loading tray

firmly on table

a2. Use one hand to pick up pOpervplace

''on'cortect side of cart

3. Use other hand to pick up silverware,

. keeping handles in same direction and

,load on.cart w..,
,

4, Using .rubber.:sciaper, scrape garbage

,fiom plate or tray into garbage.area

on cart :
. ..

5. Stack largest plate in center of:.

tray or cart

6. Continue stacking with salad bowl,

dessert plate, ind saucers,

7. Stick glasses and cups in separatie

cartlarea or.part of tray (Do not.

double stack, or place'other items

in glassware. Do not empty contents

into garbage) ..

1 , ,

1..

.

X

V.;

X

'X

X

.

.

X

,

X

X

.

.

,

.

.

,
.

,

.

.

,

.
,

,

,

,

,

.

.)

,

,

..:.,

. .

. ,

. 4

. .

.

,

,

P

,

v

,

-

,

.

.

,

1

t- .]

,

II

.

.

,

]

A'

.

,

,

,

.

.

,

i t..,

/ X

.

X

.

,

/

'-')., 1

.

Y
,
.,,

,
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. Approximate

Time Learning Activities OJT

.in

School

.

Evaluation

Ihilividual

Study Assignment

1

,f

.

,

.

,

six weeks

,

,

,

,

,

.

,

,

,

%

.

,

..
,

,

.

.

.

,

,i 8. Continue with each place setting
, .

around t4le until cart full or stack

up to 6 full settings of.dishes at

one time ,. ' .

9. Push cart Or carrf trays, of dirty

'dishes to conveyor or dishroom '

10. Reiluest,help,,if more. thin,three

tables peed bussing at ope'time
, ,

, 11. libperly unload cart and riturn,to

dining area with empty cart
..

N

4

Cleaning tables
, .

3. When disheq.remOved, :use clean, damp

, tool, to clean tables,
,

2. Wipe fitim.mid4le totnds until entire
1

.

.

table is clean

3. Cup hand and catCh cruMbs at.edge of

table and'put.trumbi in garbage:

holder
.

;4. Wipe up major food metsestyith niip-

0'
, kins first, then with towel

5. toroughly clean-area where,loading.

tray was placed 4 ' .

6. Wipe exterior of salt, pepper,. condi-

. ments with towel' '

..T. Arrange condiments, et6.., in cehter

of table .

/ 8. Wipe ashtray witirnapkin pr replaCe,

and stack dirty ones on tray,

9. Wipe off chairs with towel and push

in neatly , , 1

, 10. Pick up any paper or, debris from

''. around floor
area'

oftable 0!

11. Rinse ouptowel in clear, warm.water

before reuse
.

1.2. Place chairs upon tables at, end of
:

X

,

,X
,

X
,

.

X'

'

x

.

X

.

X

.

X

,

. .

,

.

X

.

X

.

,

,

y

,..4.,'

,

.

4

.

.

.

.

. ,

,

.

,

.

.

eiz

.

.

,

1

.

,

,

.

.

.

.,
.

.

.

.

.

.

.

.

.

,

,
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Fige..0 7

Appro,ximate

Time Learning Activities
,

OJT

In

School Evaluation

Individual

Study Assignment
.

six weeks

four weeks

Nur wtek4

Filling Service Bars and Dishes

1i Check service bar for supplies and

working condition of equipment

2. At self serve bars, keep adequate

supply of foods ( e.g. coffee, tea,

ice, salads, condiments)

3. Infop waitress or kitchen help If

supplies are low

4.. Fill sugars, salts, peppers, creamer',

condiments, as needed

S. Replace napkin supply as needed

b. Watch silverware and tray stations

for supply and inform dishroom if

supplies are needed

7. Wrap silverware in napkins and place

in containers

Cleaning and Sweeping

I. Clean and dry shelves of service, barii

and salad bars with clean towel

2, Take coffee and tea containeri,

creamers, etc. to dishroom

I. Clean belt and atainless steel

around conveyor with dui; towel

, 4. Wipe up or mop spilled item in-

mediately with clean, odorless mop

. Use pushbroom, Ad reglilar broom

with dustpan, to (Whir dry debris

from floor at service areas

(J. Use vacuum on flapet at end of day

7. Put all cleaning supplies away when

fieished

,

ItratrOom Cleaning

1. U4e tooratft 410401 Alid cleawr tO

,cleah oinks and th1leta, scrub and

I. Place dliinfe(tants 16 toilet bowlo

X

X

X

X

d X

r X

I

X

X

X

X

X

X

. .

X

X

,

,

x

.

i

.

,

i
,

.

,

,

.

,

,

.

,

regular0

07

68
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Page 7 of

,Approldmate

Iime ,'

6

, .
,

.. learninOctivities
. OJT

In

School

.

Evaluation

.

Individual

Study Assignment

.

.

continuous

r

,

,

..., .-

,

3. .Pick.up paper towels anidebris from

.floor

4. Empty trash iptwincinerator or trash-)

lag

5. Refill towel coliners (pape'r or

cloth)

6: Fill bucket with proper amount of

water and soap solution .

tto )
7. Mop floor of.restroom'cleen, leave as

.

dry as possible

8. Empty mop water and change top head

as needed
r

Customer Relations

4 1. Carry full trays for children or

adults as needed

2. Pick up trays after customers,are

seated

3. If silverware is dropped, bring'clean

setting with napkin underneath

4. Listen 11 complaints and,politely

answer qtestions. Refer questions

to mdager as necessary

5. Be friendly btit not overly social

with custdmers

,

,

.,

X

X

X

X

X

X

K

X

X

,

. ,

.

.

.

.

,

.

.

.

,

,

$

,

$

A
.0

.

,
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Ocuption - Carpenter's Help r

1

7 i

d'

EB-Academically Disadvantaged ,

4



Target Population The following training plan rs designed for those wit

reading difficulties,

Ii

a

V

72

a



TRAINING PLAN FOR 6OPERATIVE VOCATIONAL EDUCATION

The
(Name of Busihess Firm)

will permit (Name of Student) 6001 (Name Of School)

High School to enter their establishment for theeas an employee under the supervision of one)

purpose of gaining knowledge and experience in the Occupational area of
01.14 Construction Worker so that

the student may prepare for a career as a(n)
Carpenter's Helper,

e

Approximite

Time

two weeks

Learning Activities OJT

'Learn Employment Requirements

41. Know prograM requirements

2. Know age requirements

3. Know job restrictions

4. Know safety requirements

on-going Safety

1. Exhibit safe working habits with hand

tools

2. Exhibit safe working habits with

inflammable materials

3. Exhibit safe working habits with

inflammable liquids

4. Know'and wear proper work tlothing

a. helmet

b. shoes

two weeks Job Requirements

1. Fill out job application

2. Know how Social Security is deducted

, and why

3, Know Internal Revenue Service deduc-

tions 7 reasons

AN.

In

School Evaluation

X

Dib mssion

' u

Stuciy Assignment* '

o

Observation ' 14

On-going Hand tool flip charts

4, 2

, a

4

Locate three jobvin Nant-,ade,
J4/1,0,

.and tell job regutentii,

Ob goop Fill out Applicati6

a, with help

,

b. without: 4 lp

"
Da , I.

A

ti,



Page

Approximate

Time Learning Activities

In

OJT School Evaluation

two week

on-going

4. Know entry level requirements for

workers in this.fie1d

Hand Tools

1. Know and use different types of

hammers properly

a. use claw head

Nor

b. use ripping head

one week Learn to Properly Use Measuring Tools

on-going 1..Use tapepeasures

2. Use rulers (folding)

one Week

on-going

Learn to Properly Use Cutting TO*

1. Use hand, saws

a. rip

b. crosscut

c.

2. Use drills

a. heind

b. auger

3. Use shaping tools

a, hatchet

b. Chisel

c. plane

X' X

Observation

Drives nail

proper4ly,

observes

safety

Rips boards

apart safely

' Observation

x Measure 10

x different

dimensions

X

Observation

II

II

II

individual'

Study Agignment

5

Rip various woods

'Cut varibus woods to size

Drill correct size hole at

'proper location

Stiarpen stakes

Reset wood for hinges

Square a wood blèck



Of- 5

'.Aproximate,

Timi learning Activities OJT

In

School Evaluation

'

,one week

on-going

1/2 week

B

week

one week

on-going

on-going

1/2 week

1/2 week

',on-going

two weeks

on-going

one week

onioing

obe week

1/2 week

11/2 week

on-going ,

1/2 week

on-going

1/2 week

17 on-going

Learn to Properly Use Power Tools

.1. Use electric hand saw

:jUse'electric fixed saw

Know use of and recognize a router

Learn to Properly Use Staging and Extenilon

Equipment,

1. Select and use ladders

2. Assemble staging

Learn to Properly Do Framing '

1. Use Measuring tools to lay out 16" pc

-24" OC

2. Use squaTe to mark layout

3. "Stage" wall studs for use in correct

st'acks

4. Measure,, cut and secure "mud,sills"

S. Fasten (nail, brad or spikq),floor

joist to layout ;

6. Secure ceiling oist from stock and

stage

7.'Use nail gu (air) safely

/

Layfout loordecking

a. th types of floor decking

9. Mess e and cut,ceiling. joists to

req red lengths

10. S urc and stack rafters or truss

its

11 Secure, stack and cover roof decking

12. Measure and cut to size required

blocks and blocking using hand and

power shws 4

X

X

X

X

X

X

X

X

X

Observation

41

Discussion &

observation

Observation

Individa

Study Assignment

Discussion ,

Obse'rvition

Discussion

Observation

Tool identification

9

Layout.stud locatidn on'plate an

mud,sills

Stack various types of lumber

but, drill (tooSize) 2" X 8 or

other size lumber

Parts of house slides

Load and clean nail gun

10

ck rafter lumber

tack roofAng materials

/

Ii

78



, Page 4 of 5

.

, .

.

1

Approximate

Time

1

,

1

1

.

learning Activities
,

,

. UR

'In

School

,

Evaluatipn

,

Individual
,

'Study Assignment

i

,

on -'qoinq

.

1

. .
CI

,

.

.

,

,

Liarn Proper Site. Clean-up!

1. Sol.aqe uieabie materials

2 Reduce safety hazards

3.'Sweep/clean site .and'work area '

4. Clean and secure tools and equipment

.

.

t

.
.

.

.

, ,

4

.

,

,

.

.
.

.

v'

.

P ' 1

,

.,10 ,

,

,

,

,

,

,

,

I.

,

.

X'

,X

x .

X..

,

,,,.

.

,

.

c

X

,X

X

.

.

,

.

,

Observation

. H

. ..

,

.

,. ..

,

,___------<TT<-------

N

.

.

.
.

.

.
I - .

.

,

,

,

,
.

,
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.

,

,

,
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.
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...Page 5 of S

:;tudy Assignmrnts and Film List

rr
All films listed are avaikable from Indiana University, Bloomington,
Indiana.

1. .t.ee'film on hand tool use: The Woodworker 11 min. I.U.

11...6,)ob safety: Safe Use of Tools: A Safety Film Tor
Chi1n Eiin . , LSC 10

,
See 3 film Pi re 11 min., FSC 1094; The Fire Triangle
:13 In.i.n.','LSP.'i.!0-t3

.

.

.4 See on ..1.'55iA:.ia4"t'ert6i.nr' the SI-Lo2 13 min. , LS 31

Sliaes' on You Wantt.0..bel./..,:a4atE'.:,:
_ ,

- S e film On us 1 ohanti Iftrid

tAsc 513
Woodworking 22 min.,

See44.0)..4n meigtirement (Metric '& English): Measurement 11 min.,

TSC
-

1186

8. See slides or film strip on safe uge of power saws.

9. See film on use of ladders.

10. See film on types of floorS ad ypes of plyboard.

Additional, Films

Hand Plane li min., MSC 43

Hand Saws, Cross Cut and Rip, 12 min., MSC 434,---"

Safety in the Home 97min., LS 4

Building a Home 11 min., 1SC 5,68

01
Homes Around the World 11 min., GSC 1015

9

8.1

4,4
52



0

pccupationi- Cook Helper

tiggested Target 1Paut's - Academically Disadvantaged

1

4



ooP

83

Tar9et Polulacioe - Food Services - Cook Helper -- organized subject matter and learning experiences

related to the sales supporting tasks performed by distributive employees in establishments serving

prepared foOds and drinks for consumption on thfir own premises or at a place desilnated by the

customer.

a

J

4.

a

If

A



.TRAININOLAN FOR COOPERATIVE VOCATIONAL EDUCATION

,

The
(Name of ,Boine'ss Firm) will permit (Name of Student) from (Nam; of School)

,

High School to enter their establishment as an employee under the supervisii of (Name) for the

,

. t

4
4

c,
1

purpoe of gaining knowledge and expeHenee in the occupational ,area of
Food Services so that

0

s!, 0

the student may prepare for a career as a(n) Cook Helper

Approxim ate

TiMe

.

,

.

,

,

Learning-Activities OJT ,.

In

School

,

q

Evaruation,
f

, .

Individual

Study4Assignment

.

two weeks

.,

.

all year
.

,
.

. 4

r ° ,

Knowledge of Work Area

1. Learn location of storage, areas for

food stuffs ,

2. Learn location of all coOking

utensils and equipment

3. team location of maintenanCe tools

, .

,

,

Care and Maintenance of Work Area

1. Know to keep floor clean

2. Know anbobserve proper care and

service of all equipment

3. Know and observe proper care of

cooking utensili
, 4

4. .0bserve proper procedures for
1

,..reMoving garbage and trash frit the

, n

wOrk area

5.. Know to keep food preparation ckounter

tql clean at.all times
' .

6. Clean and maintain stockroom

7., Know health department rulevnd

, ulations,that pertain to proper

ob performance

4

4

X

Sx

,'

'

X

X

X

;

,

X

.

X

r

X

;

X

X

1

!

..

,

.

,

.

I

.

1

,

.

o

,

r

4

,

,

,

.

.

, 4

I

.

,



\

Approixmate

Time

t

4

Learning Activit1e,5, 'pent

Cook Assistance

Obtain suppliqeof cOok

2. Dish up indivaial servings of pre-

pared foods

3. Learn 'to observe proper storage,of

prepared foods

4. Prepare.and deliver food plates to

servingyersonnel

5. Assist in preparation of foods upon

requoist

6. Advise cook on depletion of supply

.inventory

Preparation of Fruits and Vegetables

lc' Learn proper storage techniques

Ledrn proper cleaning techniques

34 Develop knowledge ot proper dressings.

,for,various fruits and vegetables

Bse of Equipment

1. Prepare equipment for use by the.cook

2. Assist codk iitte operation of

equipment

3. Learn to clean, service, and store

eqUipment.

4. Lea9 to observe proper safety

procedures in the use of equipment

Miscellaneous Responsibilities

1. :Develop pride in a neat, clean

personal appearance

2. Observe proper dress regulations

3. Exhibit good working habits

4, Develop good human relations skilli

in working with thesemployer and

other.employees

X

X

X

i41

9

At.

et,

'
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Occupatioil - Dishwasher

'8 9

- Trainable Mentally Retarded



Description of r et Population - Zne,following training plan is designed to be used with '

'trainable mentally rded'individuals. The plan contains an'outline of atreas that should

Ix covered during the in-school.and:on-the-jobAraining experiences.i,Thefefore it is neCessvy

'that some background informatioh relative to teaching methodology and the skill aquisition avel

of the trainable mentally retarded be given.

L 4

The TMA is an individual who at the prevocationl age revel lias usually had near normal

physical development, although their emotional ahd mental (intelliCtual) abilities are

limited. Th ¶IjR at.15e.18 usuilly has a mental age 1evl of anywhere from years to 9 ,,

years depending on the intellectual fuhctioning abilities. it therefore is mostimportant to

recogniz(lhat the TE, learn's through concrete examples and actual experiencekt the.task

to be masered. Lesson plans and experiences in school and on the job should be practical,

simple,..totally concrete, and broken down into small parts for more efficient skill development

.by thegitudent trainee. Any skill to be learned should first 1;le task analyzed by the teacher

so that ihe parts, are presented in their proper sequence andeat a realiktio rate. Time

anOepetition are necessary for full mastery of a skill. During the initial training stages

a. maximum amount of supervision and structure will be necessary. Although the supervision

,May be decreased as the skill level increases, structure'should always be a part of the TO

4ork environment.

90

10,



TRAINING PLAN FOR COOPERATIVE VOCATIONAL EDUCATION

The (Name of Business Firm) : willrpermit. (Namelof Student) from (Name of Sdhool

6

High School to enter their establishMent as an emOyee under the supervision of (Nagle) for the

purpose of gaining knowledge and e9erience tn the occupattoha) area
of 318.887 Kitchen Helper

the qudentm prepare for a career as a(0)
Dishwasher

L

92
or/

so 4at

1

,Approxima e

Time

.

.

.

learning,Activities' ,

i

'11

, OJT,

In

School EValuation

A

Indfvidual ,

,Study Assignment

\N..,

,

,

,

,

p,.

.

, 4

,

.
.

Orientation to Employment Related Skills,

1: Cleanliness and pe,rsonal grodkng
1 .

,
a. keep hair and 'body clean

,

b. use underarm deodorant

c..keep uniform clean and dry

,' 0, wear clothing protectitn ,

e. wasil hands when arriving at work,

after. using 'rtst room, after coffee
,

breaks And lunch breaks

.

f. Carry and use a handkerchief as

, necessary , . 6"..

2. Know how to u4 ptiblic'transportation

to get to and frOm work

.3, Know when breaks hegin and end. If

unable to tell time, use a hkitchen

timer .
.

4. Réporting illness .

a. know hoW' to call in sick
I r .

1 Ao. if int stayhose .

5, Obtain,a social secUrity card'

1. Learn to handle. finances
, .

,

a. know.hoi to endorse a paycheck

b. knoWlow to cash a paycheck

C', know how to handleTpaycheck

oronetiv. to uie =Hy wisely 'N.

.

.1

,

0

X.

,

X

X

X

X

X

X

,

.

X

0

.

X

X

X

X

. 4

,
i .

.

.

.

.

.

,

,

,

,

.

.

.

,

.

,,

.(,

.

. .

.

.

,

,

..



Page 2 of 5

Approximate

Time Learning Activities

four weeks

four weeks

two weeks

9

4

Sweeping,and Mopping Dufies

1. Gather dry debris from the floor with

a push broom and regular broom

2. Pick up debris and place debris in

waste container

3. Fill a mop bucket with the proper

amount of water and, disinfectant solu-

tion

4. Use a mop wringer on a mop bucket

5. Mop floor of work area clean and leave

as dry as possible

6. Mop under rubber Hook mats and other

floor coverings

7. Mop under and behind stoves, refkigera-

tors, and other kitchen equipment

8. Change a soiled'wet mop

9. Dispose of a soiled mop

10. Empty pilop water at end of shift or when

dirty

Cleaning and Washing Duties

1.,Prepare cleaning solution

2. Wash work tables

3. Wash .out refrigerators

4: Wash out,garbage cans and trash

recepticles

5. Wash'pots and pans.by hand

6. Wash trays, steam tables, and pans by,

hand

7. Wipe area around dish washer dry from

water over spray

Sorting Trash,Duties

1. Place garbage and non-burnable iters

into containers.with Iids .

2. Place burnable items into separate .

containers

OJT

X

X

X

,

In Individual

School Evaluation Study Assignment
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Page 3 of

Approxiimate

Time

,
, .

Aearning Activities, . OJT

In

School

,

Evaluation

.,,

Indivichial

Study Assignment

two,weeks

.

,
,

'eight weeks

4

,

db Weeks ', 4

. .

.

,

,
..,

.0:

l,

r,.
,',1,

,

.1

,

,

,

Garbage Collection ttnd Removal

' 1,, Put garbage and non-bUrnable trash

into proper receptacles for pick-up

'. '2'. Put burnoble.tiash into incineratOr

Food and Kitchen Supplies Storage and

:' Trahsfer

l. Put produce, groceries, and supplies
k.

into storage room upon 1:elivery

2:' Bring any food or supplies needed

to Work area
,

, .

,Oishwasher Operation: .

,

1. Tri6k to washing:

a. pire-scrape 411 equipment 'and btenr

/oils,

.. re-flush dishes to be washed
,

ic.' pre-soak specific items to remove

.

large food particles

2.,Check temperature controls to insure

rinandWash se water are proper
, 4 , .

temperaturej
.

3:Ke0 autoMatiC.soap and chemiCal solu-

ti dncontalners. full

4 Keep jets, noizles and other parts of

the machine free of chemical deposits

debris, and.soil, .

5 Remove dishes from machine.and air

:dry priorto storage,

6. Load dish holdei carefaly, and proper-

li for maximUiCleaning and preventior

of breakage ..' .

7. De7lime diShwasher,once a month

8. bo natouch'silverware or glasses

when'removing washing containers from

dishwIsher:
,

X

X

X

X

X

X

.X

X

X

,

,

X

X

.

.

,

.

1 ' 1

..*
.1

,

\

.

>.

\

, ,

,

.

.

.

.

,t

,

.

.

.

,

4,

.
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Page'4, of 5

,Approximate

Time
i

Learning Activities

i

OJT

,

In

School

,,..

Evaluation

Individuat

Study Assignment

,

six weeks

,

A

p

.

continuous ,

.

'

,

9. Wash silverware with prongs and bowls

of forks and spoons up in containers

10., Dump the silverware from washing

container with prongs and bowls up,

to serving containers with prongs and

bowls down

11. Do not touch prongs or bowls

12. Always wear head cover ihen on duty

Garbage Disposal Duties:
,

1. Use cold water when running,disposal

to keep motor cool

,2. Sort pop.bottle tops, and other metal

from garbage to be disposed

3. Sqt out paper from disposal garbage

4. Keep hands away from disposal open-

,ing at all times ,

5. Push garbage in with wooden spoon or

rubber spatula i

6. Get help if disposal jams. Do not

attempt to free unit with hand

,

,

Safety in the Work Area

1. Keep floors mopped dry to avoid fall's

2. KeeP work area clean

3. Report all machines and equipment

that may be broken or not working

properly

4. Practice use of fire extingliisher

5. Know location of,all fire exits

6. Know how tip report a fire,

7. Know duties in case of fire

8. Know how to report an accident or

injury .

9. Know where to get first-aid
,

10. Keep all unneeded supplies put iaway

X

X

X

X
,

X

X

il

1

X

.

X

X

X

X

X

° X

1

,

X

X

0

X

X

f

X

X

X

X

X

X

X p

,

.

,

,

'

.

.

,

.

,

,

,

,

)

,



Page 5 of 5

learning Activities 01)T

In

School

Individual

Evaluation , Study Assignment

la. Follow directions and use caution in , X

handling solyents, disinfectants, and

other chemicals

12. Keep hand out of and away from ruir,

nOg equipment

13. Turn off dishwasher if temperature X

is not right

14. Do not open dishwasher.when in opera-
(

tion

15. Do not touch 'soap when filling dis- X

penser

16. Keep hands away'fromligarbage disposal X

, opening

17. Take care when.removing dishes from X

washer so as.not to be burned

18. Use cautioh near hot stoves and

ovens

19. Wear head cover when oft duty X

tel
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Occuption Genere tars Hand

Stmt...edlett.:2222 - Learning Disabled

102

1



Definition

Learning Disabled student with neurological impairments/learnilq disabilities eihibits

severe specific defects in perceptual, integrative or expressive processes which severely

impair learning efficiency. Neurological impairments/learning disabilities include conditions A

which have peen referred to as perceptual handicaps, brain injury, minimal brain dysfunction,

dyslexia and developmental aphasia and may be manifested in disorders of listening, thinking,

talking, reading, writing, spelling, or arithmetic. They do not include learning problems

which are due primarily to visual, hearing, or motor handicaps, to mental,retardation,

emotional disturbance, or to Onvironmental disadvantages. Children enrolled in programs for

the'neurologically impaired/loarning disabled shall be those who are' Chronic failUres in the

regular classroom setting and are seriously deficient in educational skills. c,t

104



4

TRAINING'PLAN FOR COOERATIVE,VOCATIONALEDUCATION

A

S

The (Name of Business Firm) . will permit' (NaMe. of Student) from (Name of School)

1 I *

A
A ,..J

0
High Schoollo enter their. estatilishment ai an employqpIder ihe 'iupervision'of (Name)

.

for the

,e44"

purpose of gaining knoWledge and eiper1etCe'.0. the!occuptOnil, area of General Farm Hand so that

a. .1:. ,,!

the student may,prepartqar a.c
GenVralTarm Hand

aieer is a(n)

,.

0

4'

ApprOxtmate'

TiMe

. ,

,
, ,

rning'ActivitiesLea
,0 ,

OiT

In

School Evaluation

Individual

Study Assignment

,

ten weeks

4

,

,

,

,

.

,

, q

'i ;,
,

,

,

.

Equfpment

1. Learn to piOpe'rly. Operate a tracts
,

a.. operate a tractor 1

b. 9perhte-16 dp attachments t

o

L dperatehbk up attaChments ..

iid., fuel and maUtain,,
, ,

,,. .,

2. Know anlóbserye safetrprocedures
, , . ,

a, do4not 4eathe,fup vapors ,
,. ,

b. alwayliook lehig before backing

uVequipment,

shu6ft:tractor engine when check

ing belt6adrives

dAetp hando*floose clothing.oui

el,verSals and cutting knives

6 brakes when,parking

AuipMent

f..: 6, not allow riders ,,,'

,'. .de nbt operate across'steep slopes

h. be sure 'slow moving vehicle sign id,

in place
,

I, Oot fuel any maOine while

en4ine is hnnitiq
.

. 00,ect a gear tnet,ii Appropriate

'H to Iour egtlipment and tbe job to

L., A__.:

,

X

1

X

x

X

X

X

,

X

X

X

X

',,X

, ,

1

,

,,/

.

,

,

,

,

Obtain Purdue Bulletin 1

Equipment from Purdue U.

or County Extension Age

,

.

,

,

iversity

t

106



Approximate

Time learning ACtivities

Page 2 of 3

'OJT

In

School Evaluation

Individua)

Study Assigrinent

three weeks

two wbeks

107

Livestock:

1. Learn proper handling of livestock

a. move cattle from pens and sort

b. observe cattle in pasture for

illness anclbreeding

c. lead show cattle

2. 'Learn proper feeding techniques

a:measure feed for each pen

b. learn ingredients of feed and

quantities of each

c. keep water before each animal

d. bed animals,and keep them clean

e. 'be sure animals are not overfed

or.foundered

3. Learn proper safety procedures

'a. do not come between mother and

llew born animal

b. move animals slowly without

excitment

c. keep clear of kicking animals

Buildings and Grounds

1. Learn to repair buildings

a. nail up loose boards

b. re-nail metal roofing

c. fix broken water lines

2. Learn proper maintenance

a. paint buildings

, b. rehang gates

c, build feed troughs

3. Learniproper safety procedures

a, heap eyes on what you are hitting

when using equipment or tools

b. use safety line when on roof

c. pick up and destroy old lumber

with nails in it

d. have tetnum shot

X

X

Obtain Purdue Bulletin on Live-

stock &Om 'Purdue University or

County Extensicin Agent

Obtain Purdue Bulletin on Buildings

from Purdue University or County

Extension Agen't



Page 3 of 3

,

. Approximate

Time

,
.

1

learning Activities OJT

In

School

.

Evaluation ,

.

Individual

Study Assignment

three weeks

.

,

.

.

,

.

q
N

,

,

(

v

.

.

0(,)

,

Fencing ,

1. Learn proper maintenance procedures'

,

a. re.tighten barbwire

b.stretch fence

c. set post§

d..staple, fence to posts;

e. hang gates N---...

,2. Learn proper repair techniques ,

a. patch fence ''

b. fix hotwire ,

.1. Learn proper safety 4ocedures'

,

/a. wear gloves arounewire.

b. unhook charger before working on,,
11

,

hotwire . 4 ' .

c, keep clear of,stretch00 when

loading

Personnel
, .

1. Demonstrate proper aue,arance

a. clean clothing "., L 6.,

b. clean body and hair ',.;,;,

2. Demonstrate proper attitudei

. a. .be willing to learn and'anpoun to

, work
,

b. enjoy your surroundings ,.

3. Learn general safety procedureS

a, use common sense .

b. be alert
1

c. do not try to extend yourself past

your capabilities

Coneral,Seety Procedures to Observe

Arotind Farm , .

r

. 1, Do not lift,excessive loads

2. 1.1se parking brakea on all equipment

when leaving seat

3. Chock All machinery when parking on

X

X

X

X

X

X

X

X

,.

'X I,

X

X

A

oi,

, X

X

X

.

X

X

,

I

*I

:40

0
!

.8

/if 1

X

I ..

X

X

X

,

,

'

,

'

,

.

,

. .

Obtain Purdue Bulletin o

from purdue University o

Extension Agent . ,

,

.

. .

.

1

,

,

.

,

Fencing

r County.

1 1 0
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Occupation - Generalliousekeeper

ja._LaaSllestedl- Learning Disabled

'



Definition

r

Learning Disabled - A student with neurologIcal impairments/learning disabilities exhibits

severe specific defects in perceptual, integrative or expressive processes which severely

impair learning efficiency. Neurological impairmphts/learning disabilities include conditions

which havt been referred to as perceitual handicaps,'brain injury, inimal brain dysfunction,

dyslexia and developmntal aphasia and may be manifested in disorders of listening, thinking,

talking, reading, writing, spelling, or arithmetic. They do not include learning problems

which are due primarily to visual, hearing, or motor handicaps, to mental retardation, 4

emotional disturbance, or to environmental disadvantages. Children eniolled in programs for

the neurologically impaired/learning disabled shall be those who are chronic failures in the

regular classroom setting and are seriously deficiint in educational skills. Reimbursement

of enrollment in such programs shall be limited to a maximum of 11 of the total enrollment

of any school corporation.

I 113
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111

,TRAINING PLAN FOR COOPERATIVE VOCATIONAL EiCATIO

e

(Name of Business Firm)

The will permit
(Name of Student) frum (Name of SchOol)

)iigh School to enter their establislben't askan employee under the supervWoh of ale). for the

purpose of gaining knowledge and exixrlence in the occupational,area of,c0eri Housekeeper so that

the, student may prepare for a ca r as a(n)

General Housekeeper

Approximate

Time

l` V
,

\
Le4rning Activities OJT

, 1

Ii

Schil

,1

.

Evaluition

: Individual

Sfudy Assignmeit
.,

wo months

,

,

.

,

,

,

Jiteh,n1 Ddes
,

1 C ean oven and stove\ ,

21. Clean and wax hard finish floors

3. Clean and def)rost the refrigerator and

or freeze\r, .

4. Clean zarfous types of materials in

sinks

5. Clean counteetops and cabinets

6. Load and use diSh washer and/or

hand wash dishes
a

7. Vacuum any carpeted areas .1141 shake

floor rugs .

Living Room Duties

1. Dust thoroughly

2. Vacuum carpets and furn ture

,3. Polish furniture ad requ sted

Bedroom Duties

1. Make and change beds,and linens

2. Vacuum carpets, shake rugs & dust the

floor
,

3. Straighten clothes & shoes in closets

4. Arrange Clothes in dresser drawers

X

X

X

,

1

X

,

X

X

X

1

X

,

X

X '

x

,

)(

I

iX,,,i

X''''

,

X

X

X.

X

X

X

'

,

i

.

.

t

.

,

.

0

,

Learn about,various cle

agents'andlthe typeF of

faces t6 usp them on

.

, ,

.

,

,

,

.

,

1

i

.

Learn to ,Ilang,clothes o

date types of hangers

various types Of materi

.
,

,

,

aning

sur-

n approp-

for

als

e P



Page 2 o

,Approximate

Time ' leahing.Activities OJT

., In

SChool Evaluation

Individual

, Study Assignment

,

.

.

,

,

,

,

,

.

.

, .

5. Dust thoroughly'

1. Hang clothes up in closet

.

pundry Room Duties
,

1; Learn to operate.the washer & dryer

2. Learn to sort clothes according

to color and type of fabric

3. Learn p pre-soak

4. Clean the floor surfacg

5. Clean 'Slielves, abd other stoiage

. areas

6. Learn proper safety,procedures

a. proper care in Operating washer

and dryer

b. lift with'legs not back

C. ald'n6t trylp.move heavy articles

Bathroom Duties
I

1,. Match cleaning agents

2. 'Clean sink area and tub

3. Clean, dust, wash, and/or wax floor

or carpeting

4. Shake rugs

5. Clean cabinets,and storage areas

6. Glean shower doors.

7. Clean commode

1

i'

'General Cleaning Duties

1. Sweep off porches and walks

2. Sweep off patios and decks

3: Wash windows inside and out

4. Wash down concreted areas

5. Wipe, walls and edges of ceilings for

cob webs with clean cloth over broom
, ,

6. Wash rugs when they need it
,

7. Clean light 'fixtures

X

X

X

X

.

X k

X

X

X

X

'X

X

X

X

X .

X

, X

X

X

X

X

X

X

,

X

X

X

X

X

X

X

X

X

X 11

x

X

, X

X

,

,

, ,

:

,

,

.

1

,

Learn to operate various

of ashers and dryers.

match types of *erials

types of washing cycles

$

.

.

Learn about various'type

tures and match cleaning

,

,

.

Learn to opepte various

of vacuum cleaners

,

116

kinds

earn to

with

s, of fix-

agents

tyPes'
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EMI

Page 3 of 4

.ApproxiMate

Time
, 1

_

,

... . , ,

,:.earp1Act1tjes
4 --.

OJT

In

ScOol Evaluation

Individual ,

Study Assignment
0

,

,

,

-.';.i

*'.'.

''' : ';

.

.

.

,

"

, ..
il

,, fl

,

'!C:4,;'Avoid

i

,

,

:,,,

.,, 6ek'a
' Alie ond

!o 4)C*41114tiOntioil
YTle,0010dOW

l2 i% equest
; i. ..,,

.., Aids,''etbefore

Nepleted,',
, ,

'AroPerli

411.4(P

''.Fropetleiiona4ty

0,::..'

:. 1. $.,,.i l'o4ii:.44,i)Olite

24X4lin0b4ek,,g4StionS

InA0u4v!

,A14a0 :til!t016Ah01,101t4ob

friendly

5 Be ' anxious

,

;:::.0*, uto

UtioUS',to,provide

:4entirotighwhen.*ing,c,leOnerp,

, wiltil',:st,r(4
.1

2. Iso,,,Ohlit,.

ilidder when

qp to clean

inhilation

.:::cleaner or

4. ReMove electrical

socket, do

5. Exercise
,

to move or

6. Use rubber

using stiong

7. Do not attempt
_ . .

. 4

,

tra

sipty'Vacuum cleaner

tb Corners

iills

0ditional supplies,'cleaning

presentsupply is

H

dispose of waste paper and

.

, s

and Attitude

.

when

possi-

Ond*l*to learn

tr64eain, wUing to work

,..'''.1

tO be. Obser44,

Ny'prOper

yaNi.i,

a ,.sturOy.,etoot, or step

cliMbinOrttOching

of vapOi from oven

tub and tile cleaners

cords only at tbe

not pull the cord

conspn sense in attelpting

lift items

or protective gloves when

cleaning agents

to use electrical
a 4 . '1

A
4

X

X

X

X

X

X

X

,

X

X

X

X

X

X

X

x

'

,

X

X

X

....

X

.

X
.

.

X

X

X
,

X

.

X

,

.

.

,

.

.

.

$

e

4

Investigate and practice

attitudes towards yourse:

people and work

i

.

..

.

.

A

n nanas A 6 wet o

equipment uy come into contact with
ma an mom =MI MIMS

positive

f,,cther

4

119



Approximate

Time learning Activitlies OJT

In

School lEvaluation

Individual

Study Assignmeq

8. Do not "over, wax" hard f1Oor sur-

faces

9. Exercise care in going up or down . X

stairways, keep stairways uncluttered

10. When in doubt as to how to'proceed

c with a job ask fOrhelp/instructions

the Lilt tiple

120

X

0

121



2292EIL - grocery Cashier

ji2Suestiluaak- Socio-Economically Disadvantaged

,44

0

9



Traininglan - Grocery Cashier - Introduction and Tarlet Population - The following training plan

describes necessary skills for a grocery cashier. This plan thoroughly outlines specific skills

related to running registers, ringing orders, sacking, etc. Other jobe,may actually be required

of a cashier, especially soMe cleaning or stocking duties; these have been more completely out-

lined in a separate plan. The ieacher should recognize that there may be overlap in skills between

many'grocery., jobs, and this is reflected in these plans. The flexibility,and scope of the cashier's

job will depend largely on the type, size and location of the grocery; defined union rges and

employer's specifications. Some skills are esse6ially 'required for any cashier. These include

good hygiene, health and strengih; communicative ability with:thepublic; and basic math and reading

skills.

In discussing disadvantaged and handicapped students with.employers they placed stress on adequateo

job'functioning. That is, store managers seimed leo concerned with "labl4i4'ihan with "can the

person perform the tasks?" For the most part, they were of a cooperative nature,biased,only by

a common concern for their business and profits. Managers told of hiring wOrkep,r4thipeech

impediments, or the hard-of-hearing; in each case, the person's obvious interest and hard work' was

co
stronger 'than any limit in communications. They were also supportive of such a program helping'

'inadequate students who may still become valuable workers. The target p4ulation ii, therefore,

not limited to specifics. With only some individual variations in skill,'this'plan could serve persons

with some communications problems; someone with a leg loss or handicap; (or even perhaps wheelchairs)4

It'could alsobe uied for many disadvantaged learners (managers especially seemed interested in

"neardropouts"); they were more rigid about the mentilly retarded. Specific,skills necessary are.,

good use.of the arms and hands; and good perceptual ability to opordinate right/left and eye-hand

movements. (ThiS may eliminate the learning disabled.)

I propose that 4 teacher shouldn't necessarily have a difficult job in finding,cooperative store

management to implement the use of this plan with a variety of handicapped or disadvantaged learners

(with exceptions as noted). I wOuld sugqest also checking with union personnel and rules to avoid

creating employee relation problems,

23
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TRAINING PLAN FOR COOpERATIVE VOCATIONAL EDUCATION

The
(Name of Businest Firm) will.permit (Name of Student) from (Name of School)

High School to etelf.their
establishment as an employee under the supervision of (Name) for the 1

purpose of gaining knowledge and experience in the occupational area of
Grocery Clerk/Cashier so that.

I '

the student may prepare for a careeras i(n) Cashier in a drocery store

Approximate

Time

,

Learning Activities OJT

In

School Evaluation

IndividUal

Stu4y Assignment.

one week

,

four to six
,

weeks '

(basics)

.

Use of Cash Register i

1. Opening Register'

a. pick up register key and money

drawer from office

b. insert key into register to unlock

c. slide in money drawer and,lf

'directed to, count to'be sure

total amount of cash is correct

d. take a register '.!fling to begin

the shift and place the reading

tape under the.eash drawer

e. lock the machine by remoVing the

register key whenever leaving
.

the register

2. pperating the Register'

a. greet customers pleasantly

b. switch on belt to move,itess to,

regiiter

c. pick up each:item, read price and

punch appropriate keys on.the

registerV

d. hold down price key when there is

more than one item of the same

price

X

X

X

X

X

1

X

X

X

X

X

,

.

.

.

Item bic,d, and e may 1

practiced in school if 'I

register is availk)le

,

,

,

,

,

.
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Page, 42 of 7

' Approximate

'Time . learning Activities OJT

v

In

School

,

Evaluation

Individual

,Study Assignment

,

one week

,

,

,

one *two

weeks

(:
4

,

i

1

.

.

,
,

.

4

e. determine proper tax, if any,

either on item-by-item basis
,

or as a special key total and

ring up,amount of tax on register

before final'total

f. deVelop sPeed and accuracy i

using the casbregister

g. deVelop speed and accuracy in

mentally multiplying or dividing

prices

.h. look in and under customers cart

discreetly to be sure it is

entirely unloaded

3. Closing Register

a. take a register reading and

place in cash drawer along with

opening register rgading tape

b. remove cash register drawer

from register

c. close register drawee,and remove

and place register key in cash

drawer
. r

d. turn in cash drawer,at office
.

4. Special Machine Operations,

a., learn to correct incorrect..

punches and to make out,prdper

void tickets and/or reports'

p b. learn to accept and process '4.

cuseomer coupons (there may be a

register key to facilitate thik

0'activity or Cashier may have,,to

computi,amount manually)'

1) check validity of,coupori date

and whether cultomer has

oorrect,item

,

X

X

X

.

X

X,

X

X

,

X

,

X

,

.

,

.,-...,

i.''';..

!

,

,

,

.

,

,

.

.

.

,

Study and learn list of

taxable items . .

,

Special practice on

math skifls for,readinc

punching prices

.

,

Items a, b, c, and d nit'

practiced at school if

gister.is available

,

.

, 4

,

,

Learn store pro6dure f

redeeming coupon§ from

manufacturer or produce

. ,

,

i,

127,

rand

y be

a re-

or

the

128,
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.

Approximate

Time

,

.

,

Learnin9 Activities . OJT

, In

School Evaluation

,

Indiidual

Study AS'signment

!

.

J

..

.

two to fou:

weeks '

,

,

. ,

.

.

, (

.

_.

,

,

,

, .

.),

,

2) place all toupons'under cash

traier or otherdesignated

, register area.and turn in with

cash drawer.at end of, shift

3) hihdle coupons as cash
.e
,c. know to offer nrainchéck" for

temporarily out-of-stock sales

itets

1) know how to fill!out raincheck

2) know when a suhititute itei

may be offered

4,

Handling Money ,

,1:Accepting Checks

a. tell custother the Imount owed

after complete order is rung up

on register

b. accept check only i'i

customer has a store check=

cashing card or /if thelcheOk has

, been "0,K.'d"Iy. a supervisor

c. permit customer to write the

check for eiehr the exact

amount.owed, or with,approvall

for't specilfied Amount over the

amount of purchase

d. stamp back'side of check for

deposit and at the completi& of

the transaction place it in'a

separate compartmentjlof the cash

drawer
,

2. Accepting Calh and Making Change

a. tell customer the amount owed

after cOmplete order is rung up

on register

b, take money'from customer, state
..

amaunt.aiyen odt loud and lay '

,

X ',v.

x

X

X

X

.

,

X

'

X

,

.

.

,

X

X

,

,

. .

..

.

,

,

y,:

.

./

,

,

,

,

,

.

,

,

,

,

.

,

.

,

%

cash on regiiter ledge above cash

iterv



, 0

Approixmate

Tiine learning Activities OJT

In

,School Evaluation

Individual

Study Assignment

two to

' three week

\

sc. count necessary change from

cash tendered whin removingt

from drrder

d. count change oqtloud as it is

given to custccer

e. place cash received in register

drawer once customer hap

accepted change as correct

amount owed him

f. tear off register receipt and

give to customer

Sacking Groceries

/. Use box items to aid in squari:,

off corners of sacks

2. Load canned goods in bottom of

sack along with large boxes and

milk cartons

3. Place,light and breakible ftems

(pro4uce, breds, eggs, etc.) at

top of 'mph

4. Load cold items together (double

bag if so instructed) to help

preserve them in transit

5. Load drippy itemslmeats, some

vegetables) in separate, small

(plastic) bags

6. Avoid loading'soap products with

meats or other fresh perishables

7. Load very heavy items (potatoes,

'soft drink cartons) directly ifto

shopping cart

8. Load all sacks into cart for

oustomer

,9. Call for carry out assistahce when

necelleRY

10. Thank oustorler

X

X

X

X

X

X

X

X

X

X

X

X

X

Sacking may be practiced

eithar at home or at school

131 132
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Approximate

Time

,,

,

,

learning Activities
,

OJT

, In

School

.

Evaluation

Individual

Study Assignment

,

Co tinuous

,

,

11. Call for a sacker if a line of
Q

customers develops

,

Safety 1Work Area

1. Know location of all fire exits and

personal responsibilities in event of

an emergency
.

2. Practice use of fire extinguisher

3'.'Keep register and floor area clean

of debris

4. Straighten rows of shopping carte;

never let carte block exit

5. Caution customers and children not to

place hands along moving belt on the
g

register counter .

6 Give reasonable aid to customer who

suffers an accident on store property

call for help if needicl and secure

names of witnesses to the accide t

7. Know and observe all general saf ty

rules for the store

O. Avoid overloading grocery sacks

9. Know to keep calm in the event of

robbery; quietly follow all commands
,

without'undue panic

10. Report suspected shoplifter to

manager; do not approach or trr to

apprehend person by self

11. Wear low heeled, well built shoes

with suppA stockings if'necessary

to stand for pr?longed period of

time ...

Miscellaneous Duties

1, le flexible in helping fellow

employees when time permits, but do,

ant lams .radata Arim withect

X

X

X

X

X

X

X

X

X

,

X

.

.

.

,

X

.

,
X

X

,

,

.

1

,

.

,

,

,

.

,

,

.

;

1

.

.

Unit on basiq first aid i

what to do in emerger,' I

. ,

1

.

1!",!.

,

.
.

.

.

lockiN 414 register

nd

ituation

134
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Approximate

Time

\

, .

Learning Activities OJT

In

School

,

Evaluation

,

.

Individual

'Study,Assignment

.

.

,

A

,

a

,

%
2. Weigh and price pfoduce if scale is

located at register counter

a. be aware of weekly "special"

prices.

s' ,b. Place produce in separate dag for

protection
..

3. Inserting register ta 0, 1

a. keep extra rolldf tape atichfck-
1 ,A

out lane
. I

b. check tape pe4odat1y;aid

running out a tii.11 duringa busy

time or In the midpeol ringing

up an order

c, call fOr assistance if unable to

insert new roll and-customers ire

waiting in line ,

4. Check periodically and maintain an

adequate supply of sacRs of various

sizes

5. Check cash in drawer often; call, for

. a pickup when an exceesive'amount of

cash:accumulates in the cash drawer

Customer Relations

1. Project friendly personality to ill

customers

2. Call for managerial assistance when

customer request or demand exceeds

cashier's authority to act

3, Avoid any type of arguement wl,th a

c ustomer

,

a

Pereonal Appearance and Grooming

1, Ke4 ep:hair and body clpan
,.

2. Use a good deod1Fanti
, , .

3. Wear clean, Olailiprieeed uniform

or outfit to work ,

,

X

1

X

X

,

.

X

X

, X

X

,

,

,

X

X

\

.

.

,

.

.

,

S.

,

,

, ,

:I

,

,

0

,
. .

..,.

i, ,
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4

,

,Approximate

. Time

.

Learning Activities OJT .

_.,

In

School

0

Evaluation

Individual

Study Assignment'

.

r

..

,

4

.
$

.

,

k

#

4, Wear hair in style that will not

require attention during working hours'

5. Keep fingernails clean and triHmed

.

. l

" , i 1

; '' .,
, 7 I

,",

.

I
. ( .

't (',' . I Fk. .
.0

o

. ':,

.

,o,

i

..

,

X

.

,

,

X

X

.

I

I

.

o

4,

e

,

,

0

.

.

, 0,.
. ,, .

s §
A

,.,

I

4

. :

,

i

i

.



Opiatt Laundry Markei

Su9gsted TaetPpu1ation - Hard of Hearing
1

1,1

4.

.
If 101
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Definition of terms

The Delpupil - A deaf pupil is one in whom the:sense of hearing is non-functional for th

ordinary purposes of life. This generalkgroup is made up of two dis4nct classes based,

:enitirely on the ti5e of loss of heating:*

;

1,
. The congenitally deaf - thoie who Were bourdeaf

The adventitiously,deaf - those who were born with normal hearOg but in whom

the sense of hearing beaomeS non-functional later through.illness or accident. (Rule S-1),
,

4

0 0

o

cio:D,'_qlr.).._,_2_IesMarker;CounterGirl;Counterman;Erc;GarmentMarhrIReceivinChecker

Performs any combination of the following duties in marking, sorting, an; recording soiled

glrments, linens, and other articles received for cleaning and'launderi44: ,Opens bundle

oebag and spreads articles.on worktable. 'Examines-articles for and records defects, such
;

o)

;.(.0

as, holes, stains, tears, and ripped seams. Compares articles with customeeilisting or

records them, by hand or by using Osting-pricing machine. Affixes or,mmks't4ibmer-identi-,

tying syrbols bnisoiled articles** of the).following methods: ,(l) Adjuite numbered disks $

of marking machine by hand to si6:04i0umberf places article of cloth tag under disks,,

depresses pedal or pulls leverthat'lotces disks agailnpt article or iag to piint code; pins

or staples tag to article. (2),.,,:W#0,E; code number ()ligament or tag with pen and waterproof:).

ink): pins) staples, or sews tavtoliapent. (3) Positions garment under staplOgmachinc

and pulls leVer that staplei shOitjength'of tag to garment; wirites identifying Ci2e on tape.

(4) presses liver oficlipping machine that fastens metal,c4 to garment. 0)i'Depresses

keys of marking machine that prints identifying,symbolvon garment. A Seale' identification

tape on article, using patching machine and adhesive'tipd. Mules defective articles to SEAMSTRESS

for repairs. Sorts,erikles according to color, degree of soil, and, type bf materiale.or,

treatment. Measures aNcles with yardstick or measuriq tape Co determine charges and records

measurements to insure articles are finished,to original size. Removes buttons, ornaments, and

other trimmings from soiled garments and replaces them on cleangd gsrments.',Places sorted articlei

with plant records. (Dictionary of Occupetionaltiles 369437)

stained articles. Counts finished articles for completeness of order' d verifiltcount,

be:performed, such as, method of cleaning, vtiolee to bp starched Or tinted, and pretreatment of

in differodt colored nets cities them in bundles'and that indicate work to

,

4. .

4 v

11

A



TRAINING PLAN FOR COOPERATIVE VOCATIONAL EDUCATION

.The
INAlle of Business firm) Will

i
li mit (Name of Student) ' . from (NaMe of School)

i

Nisgh School ,to,e,nter their establishment as an employee under Ihe supervision of (Nage), for,the

%

purpose of gaiOng knowledge and experience in the occupational area of

the studint may prepare for a career as a(n) , Marker in the'laundryland

(

Approimate

r Time learning Activities

In

OJT 'School

369.887 Marker (Clean & dve SO

an press"& laund),

dry cleaqing,industry

ip

Evaluation

that

Individual

Study Assignment

Op week

A''

,

Introduction of loyer to' Working With a Thelcacliei

Deaf Employee; midinetor wil

1. Rules Tor :luilding effective cdre- rivit ple em-

municatiO

51

a. ipeak ir write in short, simple

itken es

b. avoid ig Words

avoid
k

slang.expressions

1. press t only'one concept at a'time

e. illu trate words with gestures,or trainee.

'demo strations Oode y in-

f. loo direct4 at employee Ode c fel;

loyer and/or,

supervisor to

working with

deaf peteonne1

prior tc the

placemert of a

g. do ot cover mouth, chew gum or

s ke while worker is;trying to

Me ma

cn

pencesk pam-

illets, films,

l read,you . c:.0 and

h. u e facialppressions to convey shOuld Oclude

eeling along with geed
,

e iniCrmation

Ary wOrding or sentence structure ontained ir(

f repetition is needed this section

3peak more slowly than in normal if the training
,

onvermation ',' larl

)6 Use ordinary voicershouting die'

torts lip movement

,



Apppimate

Time

.

A , eltif4t
, , .

tyrning Activities OJT

In

School

,

Evaluation

Individual

Study Amlinment

, ..

,

,

o

t

,

.

,

.

. 1. Always cheCk for correct under-

standing by having employee tell

you or demonetrate what has been

learned
.

,

,

2. Other points to consider regarding

deaf workers

a. recognize that the deaf worker is

as much an individual personality

aeevery.other worker in a business

b. recognize that deaf workers'should

be'encouraged to meet the Same

t;l' ,levels of tomPetency as hearing

.

peers
.

c. encourage social integration of

deaf workers with peers who can

hear

d. be sure the deaf worker is properly

informed of procedural changes

e. do not assume deaf workers will be

comfortable in noisy surroundings

(some have residual hearing and

are quite sensitive to noise)

,

I

.

1 `
. ,, o

I,

,

A.

The t

coordin

orient

ployer

supervi

working

deaf pcsonnel

prior to

placeme

trainee

Methods

clude confe-4

rences,

phlets,

etco aid

include

informa

contain

this se

the tra

plan,

acher-

tor wil.

the em-

nd/or

or to

with

the

t of i

.

may in-

pam-,

films,

should

the e

ion

d in

tion of

ning

.

v

,

"

.

.

.

. .

1

. ,
.

InforMOW regltding de

hard of AdaringeyOrkers 1

obtainag.from Indfina Del

of Vocifional Rehibilita

r

,

.

.

,

i

.

,

.

141

f and

as .

artment

ion
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Page 3

k

Approximate

Time

0

;
i

4

, .

Leatning Activities

!

OJT

444140..14=04.401.4444M.4100101/.1.114.44..44411.44.1040.01MIN

In

School

4

Evaluation

Individual

itudy Assignment*

one,week

.
.

.

o

tone week

one month

.

0

,

,

o,

i

'Required Backgrounkfor Trainee

1. Read materfils which give ml overview

of the laundry :ndodrycleaning bus-

inets

2: Analyzescareer opportunities in posi-

toms in a corciallaundry
fie

O 4.

Receivino Activities

,l.tpen bags anW remove soiled laundry

2. Check,articles against invoict

I,

"larking Proceduris

1. Create customer ettification sym-

bola by cogbinilignvoice nutber,
i

number of pie, il the order,

customer initials, etc., according

to plant policy,

2. Set and operait marking machine to

apply ID tode to cloth tag (pi hand

code tag legibly)

3. Seal, staple or pin taTto garment

in such fashion as not to damage gar-

I ment ,

4. Learh standard positions for locating

tags on garments so ihat they may be

quickly located by all staff members

5. coin units such as vests, suit jackets

and trousers of one suit with the.

length of string

6. Use spare time*.print a stock,.of in-

struction tais'inähis "preis only",

"measure", "repaie

7. Affix instruction tags to garments as

per invoice notation

,

,-

X

,

X

,

X

X ,

X

X

,.

X

,

X,'

X

X

,

,

Sav n-

voi '''I cus

operatames

Fd nutbers

of garkents

can be giv-

en to stu-

debt for

coding

Bring itt o

garments to

class for,

final mirk-

ing test

.

1, 2, and 3 "

,

.

4 and 5

.

, ,

,

.

,

,

,

,

*Number codes refer to

'study ass4nments lis'

page 8

,

44641

individual

ed on ,

147
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Page a of a

Approximate

Time

,
,

Learning Activities'.,
, , .

OJT

In

School Evaluation

_
Individual

:Study Assignment ,

two.months

,

,

.

,

Garment Inspection
. .

1.Tag loose accessories such as coliars

and cuffs separately'in case .they be-

come separated from the garment

2. Pin loose aCcessories to the, garment

to prevent loss during cleaning

3. Check garments for damage (rips, bro-

ken zippers) prior to cleaning

4. Refer minor damage to repair dept.,,be-

fore garment is cleaned

Refer.unus6a1 damage to receiving

desk to be reported to custmer prior'

to cleaning

6. Refer garments with breakable trim

such:as glass buttons to repair dept.

for removal prior to cleaning,

7. Prepire apd supply rep'lair dept. with

envelopes stamped with the customer's

ID code for storage of removed trim

8. Note on invoice that trim has been

removed
)

9. Use proper procedures to pin dain and

pad hooks or sharp metallic trim that

cannot be removed

10. Refer special stains sech as ball

,point pen ink, paint or blood to

spotting department

11. Recognize and route solvent soluble

articles (plastics or trim glued with

rubber cement),to the wet cleaning

department

12. Search pockets and place valuables

and papers in envelope marked for

return to customer

.

X

X

.

X

X

X

..f. I.,

r

X ,

..

X

,

.

.

.,

,

.

,
,

,

,

,

.

.

,

,

.

,

.

.

.

,

0

,

.

.

,

148



Page 5 of 8

. Approximate

Time learning Activities
i

OJT

In,,

Scligol \Evaluation

Individual,

Study Assignment

,

to months
.

rd

.

,

50

13. Search linings

14. Remove lint from pockets and cuffs

with a brush or blower ,

15,. Inspect drapes for weakened spots due

to Sun damage

16. Remove weights amd hooks from drapes

17. Close zippers '

18. Refer knit garments to repair dept.
4

for measuring

19. Refer conditions which are out of the

ordinary to a supervisor for final

, classification

,
20. Wrap aluminum foil around ornamental

'buttons left on garments.to prevent

breakage in the dryer

Classification tl Garments for Cleaning

1.,Separate heavy garments such as

overcoats from light weight garments

which might be damaged by Mechanical

action
\,.

\z, Separateolight colored garments from

dark colored garments

3. Separate heavily sdiled garments

from lightly soiled garments to

:prevent redisposition of Ll

4 Learn to recognize exceptions to

regular routine
,

a. 14314. Special materials such as

VI' Illic finishes for laundering

.in a short cycle load

.

4

X.

X

X

X

° X

X

X

X

X

X

.

X

.

X

x

,

,

\

,

'

,

Sorting ac,-

tivities may

be,practiced

and checked

in laundry

of hove ec,

depi.,

.

.

,

(,

,

.

,

.

,

.

.

.

.

.

.

/

.



*Page 6' of 8

,

, ApproxiMate

Time

,
,

learning Activities .

,

OJT

In

$chool Evaluation

,

Individual.

study Assignment'

,

.,

.

,

'

,

.

,

one week

,

,

.

b. Examine garments with beading or

sequins which are held on with

chain stitch for loose threads

c. Separate.garments ginned with fur,

plastic, suede or feathers for

. special processing

d. Remove cloth covered buttons and

buckles for hand cleaning

e. Separate garments with plastic

zippers. to prevent excessive heat-

ing during drying

f. Separate fringed' articles for'hand

cleaning or braid fringe to prevent
-,

tangling

g. Sort specialty items such as gloves,

pillows, purses, bedspreads, and'

electric blankets for separate pro-

cessing .

h. Group sortedtgarments and hold

until the loroper weight load has

, been accumulated

.

Finishing Procedures

1. Assist in hanging garments after dry-

ing

2: Inspect cleaned garments for damage

' or spotting not remred by cleaning

process

Continuous Safety.Procedures .

1. Learn to observe all safety rules :

2. No smoking in plant area

3. Learn to correctly operate machines

to be used A
. 0

.

.X

X

X

X

X ,

X

.

X

X

X

X

1

,

.4 X

X

,

X '

x

X

.

X

.

.

.

.

,

.

,

.

.

,

.

.

.

, ,

,

,

.

.

.

.

,

152



P9e 7 of 8

,A0roziiilte,,

i Tin1ie* -Learning Activities , OJT

In

School

,

,

Evaluation

Individual

S'tudy AsSignme t.

- , ..

o :1, 1.i.: ,,,A'4.4o.

5 ".r' /

' tot,t

,
..;, - 1

1

k
A

:1 cf

o*,
o

o .

, ..4

'r
i..

.

.

.

Learn not to touch or 'eat food after

handling,soiled garments until hands
'gr ' ,

have been thorough4 044
t/' '

5%.1,earn not to touCh Oli:'ey4oputh, or

'any part ,of the body';:w0114' been

broken by a scratch!kidraision while'

4Sil handling soiled clothe's
it i

7,1.,Keep aisles and passageways clear &

in good repair. ' .

7,. Learn location of dits to,permit

.promptipscape in case of emergency

8. Mdintain exits and the way of approach

and travel from exits so that they

.
'are unobstructed and are at all times

h
accessable .

9. Recognize thaOire doors shall not be
,

blocked or tied in ah open position

10: Learn location and opetition of.por-

table fire extinguishers suitable to .

the hazar4p involved. o

11. Recognize the'importance of reading.

bulletins and printed material per-

taining.to,safety'as well as, oral

instructions

,

A

;

.

. t

.

.i

,

,

,

,

4,

.
> 4

,

.,

X

X

/!o,

X

X

X

X

1

.

.

X

X

.

X

X

1.0

X

.

,

,

c"

,

.

.

t

.

8 and,9

1

/

10

q

d
"

/

.

,

11

0

.

,

.

e

.

,

.

,

, .

,

A

.

.



A

individual Study AssignMents

c Page 8 of 8

:"Occupations. in`Laundry and Drycleining Plants," Occupational
. Outlooks-Pliandbook, Zept. of Libor'4974-5.,

FilMstrip: ."Sd you
'14

ant to Work,In'a Laundry," Eyegate House,
. .

1

"laundry WOrkets"Aandbook of Job Facts.SCienCe Research
Assoc., 1972. ; . . 41.. ;

, j14'-''' '

1
..

4.
. I '

Most Cleaniqg eStablishments haye writtem-Miterials
The Dryoleaning Zepartment.by e. B.Alandall. :

guCh as:

'

5. Bulletin Seitvice (published by the National Assoc.of Dyers and
Cleaners of the United States ancl Canada, Silver,Sptings, Maryland)
which the student6.could.read ap he-is iintroduced to eaCh area of- `

work. II

.,.

6. ,Dorothy Lyle Sigert's book Fabric Facts describes a variet* 'of ..1. - .
,

textiles and cleaning procedures, for continued study.

7. Film: If You Hear the Edosion the Zinger has Passed, Xerox
1969.

8. -Succeeding in the Vorld of 'Work, Chaptetp, "PersOnal Safety,"
.1975.

9. On the Job, Frank Richards Pub.; 1973.

10. ,J1. s. Dept. of Labor: Occupational.Safety andHealth Administration
printed material describing general industrial safety.and specific
standards governing laundry machinery and operations.

5

101
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'Y

Occup'elticm - LaOninower Repair:man

Sugg4ted Target Population -.Verbally i:Iiabled



Target Population - T.he following training idan is designed for the its!rbally disdbled

student, wilo pos56s sufficient abilit'y in the spatial relations and manual dexterity

area to performA6 operations outlined in this training'plan,

158

vi
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1

0

TRAINIK PLAN FOR COOPERATIVE VOCATIONALOCATION'

The
(Name offiusiness Firm). will permi.t (Ndme of Student) f6OR1LININQLL__

j 0 4

High School to enter their establishment as an employee under the supervision of (Namel

,

for, tile

,

. ,

pupose.of gaining klowledgeyd,.ekperienti in theioccupational area ofs_g_smanEnineReair.so that

the student may preparOor a career as a(n) Lawnmower Ro airman

160

.
.

Approximate

Time

.

,

Learning Activities OJT

In

School

.

Evaluation

-

, Individual

Study Assignment*

On-going

4

two weeks

i

two weeks

,

.

two mesnths

in school &

on-goi ng OJT

Safety * ,

,

1; Use hand tools safely

2. Use power tools safely
i

3. Observe safe practi-e when using

inflammable liquids

4, Store combustible materials safely
,

5. Observe safe shop and job standards

Hand Tbols

I. iM entify various hand tools such as:

; hammers, screwdiivers, wrenches, files

and reamers
t,

2:Learn tp correctly ur hand tools
n

3..Learn proper care of4land toolk
t

i

Power Tools

1. Identify various Tower tools sdch an:

drills, grindern , and buffers

2. Loam to correctly La.:power tooln

J. Learn,proper care of power tools

gnglne Princi ples

1. Know function of spftrk plug

2. Set and check plug cap

3. Chock,for ignition u tak

X

X

X,

X

X

.

X

X

x

X

X

X

X

X

X

X

X

X

X

x'

X

X

Observation

0

1,

.

,,

1,

,

Observation

and pen and

pencil

,

1,

. "

.

'Observation

Explain how
..

,

Identify three safety h

the shop 1 and IA

2

.

3

Le arn to spell each too

and identify each tool

.

.
,

.

Learn to spell each too

and identify oath tool

Make poster with pictur

aligned with nuts spel

rectly

4
.

5 ,

6 and 7

.1 .tilhomkgr. wAnAm wAmA. l.

azaids in

l's.name

l's name

Ca ocrtoolo

led cor-

101
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Page 2 of 6

Approximate

Tie

f)'

Leirning Activities OJT

In

School Evaluation

Individual.

Study Assignment

,

three months

one week

three days

thrge days

,thr6 6ys

one week

one week ,

one week

one week

one week

one week

one week

one week

onloing

,

Ilik,,4.

Continuous

,

4. Remove engine head and clean

5 . Remove piston,'and rings and clean

6. Remove and clean crankthaft

,

Engine'and Unit Repair

1. Clean and adjust carburetor

2. Mix gas and oil,p,roperly as required

3. Drain and clean oil and gas tanks

4. Adjust spark plate

5. Replace broken piston

.6. Replace bro0i rod

7, Replace head ,gaskqt

8. Replace all gaskets

9. Replace'all seals

10. Remove and ,clean valves and/or ports

11. RemOve carbon from heads and valve ,

openings

12. Clean complete unit ,

t

Complete Unit Repair and AdjustMent

1. Adjust carburetor ,

. Adjust blade,heigh

3. Tighten all fasteners/screws or nuts

and bolts

Adjust carburetor

S. Clean inner housing :

6. Clean outer housing'

Communications with the Public

1. Demonstrate ability to,communicate

effectively with the public .

2. bemonstrate understanding of non-

verbal gommunications

.
/

3.'Greet customers,promptly and deter.

I
mine quickly how you can bffectively

X

XH

X

X

X

1

X

X

X

.

X

X

X

X

X

' X

X

X

A. X

X

, X

X ,gbservation

'`.4.1

!Ilici

X

X

X

X

X

' X

, X

X

X

X

X

X

X

X

X

.

. X

X

X

X

X

X

" ,'

N

,,

,

,

,

1,

II )f

1,

1, ,

Start Engine

Observation

II

11.

11

Observation

, Test

Observation

8

Shadow a repairman:in a

for three days/teacher d

tion

.
.

.

,

Role play situations wh:

occur on the job

Pantomiue non-verbal col

Analpe yourself and otl

for signs of non-verbal

tion

9 and 10

162
serve t em

local shop .

emonstra-

La would

munications

ern on tape

communica-

163



Page 3 Of____

ApproxiMate

, Time

0
CO

Learning Activities OJT

In

School Evaluation

.4. Re yositive with the customer X

5. Sell by suggestion; be alert and X X

agressive,

antinuous llaintenance of the Job Through Good Work

Adjustment

1. Know the personal'qualities which

will enable you to,get ahng with

people

2. Know how,to get along with the

supervisot/employer

a..know what the supervision/employe X

has a right to exPect°of the

employer

b. know what the employee hae a X

right'to expect of the super-

visor/employer

3. Learn to obtain utmost satisfaction

from this job

4. Learn to'follow'instructions

5. Coordinate personal appearance with

the company dress code':

a. uniform length

b. cleanliness of uniform

c. repair of uniform

Individual

Study Assignmen

X ,Observation

161

two weeks

I/

Know Company Regulations.

1. Know regulations common to most

companies

a. breaks

b. use of company phone

c. employee parking

d. package check-in
,

e. probationary period when beginnin

f. overtime

g. provision of uniforms.

h. smoking areas

i. progress reyiew

>.

X Test

, e

Tpst 4 17 h

X Obervation

11

Role play selling by suggestion

12,13,14,15,16

4,

#
Observation '19,20,21

X

fi

x

X

22

Interview personnel manager of

local business to obtal thig

,,. information

kterview perdonnel manager of

local business,to obtain this

information



,Approximate

Time

. -

,

learning Activities OJT

In

School

.

Evaluation

1
r

Individual

Study Assignment

. .,

\

.

,

j. raises

k. calling in when sick or late
,

°I. company meetins

m, discharging of employees.: .4
,

, 4 ,

n. leaves of absence
. ',v
1' kr

' . ,

b. resignations

p. meal policy for erployeeq
, .

0) ',

q. holiday pay
i

i:.,..".,,

,

r. medical insurance, pensi

.,..t,'
.., and other fringe benefits

s. dress code , .

.

,

,

,

.

,

,

,

Y

X

X

X

X

X

X

X

,X

X '

X

,

, .

.

X

X

X

X

X'

,. X

X

X

X

X

,

.

t

,,

,

1

,

.
,

.

1

,

,

.

,

,

.

.
.

,

,

,

,

,

.

J

1 66 167



Page 5 of 6

Individual Study Assignments

1. Film: Safety ln the Shop, 02588, 11 min., Univ. III., $2.90

1A. Film: Safety in the Shop:\Basic Practices, 53635, 14 min., Univ. Ill.,

$14.20

2. Filml Safety in the Shop.f Hand Tools 53381, 12 min., Univ. Ill.

3. nlm: Safety.in the Shop: Power Tools,.53378, 14 min., Univ. III., $6.50

4. Film: Engines and How They Work, 00847, 11 min., Univ. Ill.
,

t.

, 5. Film: Spark in Time or the Firing Line, 22 min. (Champion.Spaik Plug Co.

6. Film: Spark of Power, 14,min. (dhampiom Spark Plug Co.)

7. Film; Modern Engines and,Energy'Conversion, 11 min., UniNt. 111., 03639, c.

$5.25

8. Film: ABC of"the Autbprobile: The Engine, 15 min. (Free -'General Motors)

9. Film: Communicating with the Public, Audio-Visual Center, I.U., 12 min.,
CSC-2316, $7.75

: 10. Pamphlet: You Always. Communicate Something ,

11. Book: Andrews, M., "You say 'it in Many Ways," Int You Said It, New
- York, Gregg Div.', McGraw-Hill, '1969c pp. 29-47..

12. Book: Harrison, P.A., "personality Habits," In: Getting It Together,
New York, Globe Book Co., pp. 34-41k.

'

1 . Film: Dealing"With Problem People:, The Forgetter, 6 min., g3278, $4.25, C.
Univ. Ill.

14. Film: Dealing With Problem People:
c., *4.25.

<15. Film: Dealing witb Problem'People:
$4.25.

The Hothead, 6 min., 03277, Univ. Ill..

The Scoffer, 7,min., 0.3279C,

16. Film: Dealing OlithIPioblem Pbople:,Tha Disorderly Wbrker,
Ill., 03276, c., $4.25 A *.

17. Film: Your Job: You and Your Boss, Audio-Vleual Center, I.U., 15 min.,
BSC-130, 09.25. ,

168

,



Page 6 o 6.

4,?

18. ,Book: Kimbrell &,Vineyard, "What the Employer May Expect,"
in:; Activities in the World of,Work, Bloomington, Ill.,
McKnigtit Co., 1972.

19. Film: People Who Fix Things, Audio-Visual Center, I.U.,
18 min.,'ESC-1187, $9.75.

Book: Kimbrell & Vineyard, "What the Employer May Expect,"
in: ,Activities in the World-of'WOrk.

-
f 21. Book: Sinick, D., "Jobs Have Personalities, Tr," in:

Your Personality and Your Job, Chicago, Science Research
Assoc., 1971, pp. 34-41.

22. Book: Kahn, Tong & déw, "Following Instructions," Going Places
with 'joir ersonality, Belmont,.California, Fearon Co., pp. 29-
38.

41
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Occupation - Machinist Helper r

sHalts_Lallm5.10222L15.421 Socio-Econ9mica1ly.Disadvantaged //

4.

3.

t;

1 7 0, k

j
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Machinist Helper The following training plan is designed to prepare individuals with basic skilli

required in Machine trades in order that entry level employment may be obtained. Specifically, the

training,entairs understanding tools, equipment, terminology, materials, and measurement and applying

knowledge to the set up and Operation of particular eguipme4.'

.1,

The target populatiorfor this training plan consists of those students who are classified as socio-

economically disadvantaged. The acquisition of the identified lob skills and empOyability skills

miy enable the student to advance within the machine trades.area after obtaining appropriate entry

1ev4,119g,uational experience,

4"

I.

7

t o'

jer, 01 '.
,r - v; 714'

17 1

,172



TRAINING PLAN FOR COOPERATIVE VOCATIONAL EDUCATION

The
(Name of Business Firm)

will, Omit (Name of Student)
o from (Na9e of khool)

High School to enter their establishment as an employee under the supervision of (Name) for the

i

purpose bf gaining knowledge and experiencOn the occupational area Of17.2302 Machine Stop 0 that

i
0

,

the student may prepare for a career as a(n)
Machinist Hi per

Approximate

Time Learning Activities QJT

in

School Ivaluatibn

Individual

Stud) Assignment

one.week

on-going

on-going

173m*

Program Requirements

,l. Know what lathe operators do'

2. Know program requirements

3. Know how to find Machine shop trades

type jobs

Safety''''

1. Wear and use safety glasses, shoes,

and apparel

2. Obey all shop rules and regulations"

3. Exhibit safe working habits

4. Exhibit safe clean-up habits

5. Observe proper operation procedures

and safety rules on all machinery

Related Information

1. Learn to read and interpret blue-

' prints and working drawings.

2. Explore a'spects of the trade including

a. machine shop termi4ology

b. S.A.E. steel c1400ication

c. steel clihification

X

X

tx

X ObserVation.

X

X

X

X State iules

pn paper and

pencil test

X

Identify 5

different

types of

metals

See film list

Read,course outline

Locate three jobopportunities

See film lisi

See film list

Read shop rules

See film list

174

gead Metals and'Hcm to Ne Thea

(Lincoln)



Page ef 4

, kproximate

Time.

I,

,

Learning ActiOties
,

OJT.,

In t

School Evaluation

, Individual

Study Assignment

,

.

,

, ,

,

,

,

.

.

four weeks

`N

1

4 ..,

.

'

d. effects of heat upon metal.machine

production and accuracyrrequire-

ments

e, machine production'And accuracy

requirements

3. Know andtipply related mat4 itcluding:

a. maciline shop formulas

b. meaiuring devices such as rules,

calipers, micrometers, verniers,
,

gages, etc.

c..machine feeds and speeds

4. Use properly trade related tools
,

,

including:

a. hand tools

,

b. machines

. c. cutting tools .

5. Recognize materials including:

a. steels .

b. non-steel alloys
1,

c. non-ferrous metals

d. non-metals ,

t
6. Identify materials by chip, spark,

file, etc., tests
t

.

,

Turning Between Centers

.1. Clean and lubricate lfthe
i

2. Check and manipulate controls

3. Dress endsIlf stock 'and cenSer drill

4. Set up work between centers .

5. Adjust speeds and fe,pds 't .

6. Make straight stock turn ,

a.. rough cut,s .'
. ,

k

.0

b. finish cuts

c. turn to a shoulder
, ,

d. turn groove'
It

7. Measure using ialipers, rule and,

outside micrometer
.

0.

0:

1;

X

elI))

i

X

X

X

i

X

X

X,,

x

it'

X

X

X

, X

X

X

X

.' X

IV
4. 'X

4PA
X

V
.

.

1

X

'. 'X

: X"
.

4 X

'41

x'

x

X

X

X

X

X

X

X

,

,

.
,

.

.

Observationi
-

ofidentifi-

:ations

'

Identify 5

metals

.,

,

-

Shape
)

5

different

materials to

specificitior

,

$ film list

.

f

tee film list

.

.

See film list

.

,

.

1

.

.

.

d

,

,

4

i

.

.

,

4 76
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Page 3 of of

,

- ,
. ,,..

Approximate ''' ' , 's ,
,

.. 16 v. : IndividualAt ,
,

Time
. Lea04tng.Activities

',.. ', OJT School Evaluation Study Assignment

four weeks Chuck Workw-

1. Mount chuck on spindle nose X ' X ilcure chuck,See film list

2. Mount work in chuck
, X . )( and install

: e
,

3. Center cylindrical, irregular, and l' X 'X in proper,
,

il.
hollow ring work in chuck

, fashion
.

,

, 4. Make straight turn using roughing cut P 4 X
0

4

''and finishing cut

5. Cut-off finished Piece -X. ' a , Drill and
,

,,

6. Center drill and drill
, X X tap 6 holes

..., 7. Tap
,

,

,,

X P to,drawing .

.,

.

,

, 8. Ream with straight reamer and taper : 'X ,,X .

.

\.

reamer
', t ,

. 9. Set up.collet chuck . X
,

,

10.. File and polish ( X X
. , . '* r

,
$

r ,
. , . t, ,

1.,.
,

three weeks Face Plate Turning
4' ''

,
4

4
,

1. Place work on face plate X X 4 Turn 3 flaf, See film list
, P '; 4,. : 2. Counter balance work

. X k ,face plate.% .,' ' .,..
,

3. Center lorkiusing dial indicators and X :. X '71 ..%

centeriig indicators
v

. .
,

.

':thr*e. weeks Thread Cutting
.

'. ,
, ,

1. Clit standard external threads
, X si 14( C4412) dif- "See film list

2. Cpt standard internal threads X X : fe nt See fiim,list

1. Cut sharp V thread
. ! X .X 3 reads Sedfkli.i.iIist

4. Set quick 'change gear-box X lfg

'serution

.
,

,. V ,A

.0"5. Engage back'gears . x'

!:. . ...
,-*

, 6. Set thread stop X, :,r)N.0 . ).-
. , ...,...;

, 7, Engage split-nut levp
, X

. ,

i 8. Apply cutting lubricant \ X .-

1 1 ,

;four, w4ks . Machine With Special Equipment 1
'

,
,,. ,.

1. Mount grinding attachment ,. X

1.0, m,
,

()Nervation See fi14ist ...4,,. '

,:. .

2. True'and dress grinding wheel k X X 4

4.
0 !

,

.

, , J , i -,
3. Grind and test centers ,:, X 0 ak .

'''
. A. Mount and set up ttrret attachment X

,; . ,., , i , ,

''34'i!:. , 5. Set up eccentric attachient and ., x
V.10A :: 1,.,.

.,;

turn' crank shaft journal

0



Page 4 of 4

FILM LIST*

Drill Press - MSC-480

Fire Science - FSC-504

Safety in the Shop - LS-31

Safety with Electricity - LSC-149

Reading a Three-View Drawing - MS-240

Steel Rule - DS-16

Principal Dimensions, Reference Surfaces, and Tolerances - MS-235

Lanluage of Drawing MS-377
,Y

Shop Procedures - MS-383

Turret Lathe -- An Introduction - MS-279

Micrometer - DS-17

Machining Work Held in a.ChUck - MS-219

MachinisAnd Tool Maker - MS-18

'Gage Blocks and Accessories - MS-185

Cutting Threads with Taps and Dies - DS-113

Cutting an External National Fine Th'read - DS-12.

Turning Work. Held on a Mandrel - MS-276'

4
Machining a Cast Iron Rectangular Block - DS-23

.0

Grinding' a Parallel Bar: Part I: Setting Pp the Machine - MS-187
Part II: Grinding OperatiOns - MS-188

c7.

*All filns are ava4,1aSle at the Audio-Visualienter, Indiana-University,
Bloomington, Indiana 47401

179'4
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.4

Osslaq2Li Mail Clerk

,

Lae.s.telation Socio-Eco4omica1ly Disadvantaged

180



Target Population Mail clerk.-'socio-economic disadvantaged -- organized,subjectiatter,and'
'learning, experiences

re1ated,.0 tasks performed by,aistributive
empl4es,intetail, Nesale,

.and service establishments in regard to pick-upi'delivery, and g'eneral cierkin oaU as a
part of the general

business function:

4

181,

Al,

4

41 '

c



TRAINIOLAN.FOR COOPERATIVE VOCATIONAL MICAH)/

.

(Ndme of Business Firm)
Will permit

(Name of Studenqz "

/

from
(Name, Of School)

Migh School to enter their establishment as amployee underthe supervisjon of (Nd;e)
for t'he

purpose of gaining knowledge and experi.ence in the occupational area of so tat

the siudent may prepare for a career as a(n)
Mail plerk

eAr.

Approximate

lime

,

,

learning,Activities
0;

.

'OJT :

,

In

ichool Evaluation

Individual

Stucty Assignment
,

'one week

,

,

.

, .

two weeks

,

.

two weeks

,

.

.

,

0 ,

.

Related Information

1. Know conipany,product'or eervice

2. Know person responsible for mail in

each department

3. Learn all coMpany rules and regu-

litions that pertain to succesiful

performance in this position

4. Develop understanding of the inpor

tance of this position in the.smooth.
,

operation and transaction of company

business
.

.

Knowledge of U.S. postal Reaulations,

sl Know and Observe regulations 'per-

taining to letters, packages;:and

'' bulk mail
1 ..

. Know and Observe regulations per, 7

, t40ing to deadlines,services .',,,i)i

.: available, and the necessity'for

record Xeeping

Knowledge of Varioo' Mailin Methods

, 1. :Learn to know.the,aA tages a

and disadvantages of \available

'Mailing methods , '

.

.

,

X

X

,

1

,

.

X

.

X

.

,

.,

X

;

,

.

.

.

.

.

,- I.

i

i

.

,

,
.

,

.

,

,
'

,
.

.

:

e

i ,.'' .

,

, ,

1

1 81
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Page 2 of 3

vi

185

Approximate

Time

.

.

tearning Activities OJT ,School

In, ,,

Evaluation

,

Individual

Study Assignment

two weeks

ihree weeks

,

2. Develop 'ability to determine whiCh

method should be used in given

situations

,

Knowledge of Mail,Preparation

1. For incoming mail:

a. sort

b. keep necessary records

c, report damages or shortages

d. provide for safe storage when

% necessary
.

2, For outgoing mail:

a. sort
,

. b. provide ,necessary mailing 'naa-

tions

c. use,postage meter

d. bag
.

,

Knowledge of Delivery and Pick-Up Points

1. Know location of mail pick-up and

delivery point for each department

2. Observe proper:time schedule in

making pick-ups and delivery to

'departments
,

3. Know when a "special" delivery of a
1

piece of mail to a department is

warranted

Use of,Telephone

1.. Know and observe proper technique

for placing ,intra-company callt

2. Know and Observe proper rules

regarding ile of telephone for calls

outside of the company

,

X

x

X

X

X

X

X

X

K.

X

X'

X

X),
,

X

,

,

.

,

,

,

.

,

.

.

.

,

.

,

,

.

.

,

,

.

.

,

.

,

.

.
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c'Apprdximate

Time Learning Activities OJT

In

School Evaluation

Fndividual

Study Assignment

two Weeks:

Vt

3; Know and observe.proper technique

for answering the telephone '0 the

mail department

Use of Mechanical Equipment

1. Learn function and operation of

Machine before attempting'to use it

2. Follow directions or instructions

carefully

1. 16ow and observe allisafety rules:

Knowledge of Maintenance'in the Mail

Iepartment

1. Kee'S flOor clean and free of rubbish

and trash
, 10

2. 'Maintain order in,storage areas

3. Know and obseryelall rules and

regulations that will contribute to

safety in the mail roop

KOwledge Oflicoeptable Personal Conduct

1. Qbserve'all dress regulations

2. DeVelop good human relatiOn's skills

in working OM supervisor and

otheT emploYees

X

X

X

X

"1

'.4

t.



Occupation - Physical Therapy Aide

s

Suggested Target Population r Disadvantaged Students

189



rs)

190

P_LEyhicaprheraAidealinnarv,-Introductict- This.training plan is a descriptive outline\of

the,skills necessary for physical therapy aides'. It,is important to recognize that some of the ,

analyses of job skills in this,plan may seem incomplete: it was,discovered during interviews th0
0

job descriptions vary widely according to iotation and patient population. Job despriptions may lso

reflect,individual training,differenceS of the physical therapists, who are in turn primarily respOnsible ,

for training the aides. Because they also differ with individual patient tre4ment plans, job skilli

themselves were difficult to define, and thoroughly categorize. ''The notion of people.with physicai or

mentallandicaps working as physical therapy aides often meets with unease within the profession. This

perhaps reflects the professional training image which most Melcal fields try to maintain; the libpicion

seeme6to be that the handicapped could'hot fill this image.
r

It is necessary to distinguish between a physical therapressistant ahd wohysical therapy aide The

physical therapy assistant's instruction comes from a rigorous 2-year college asscci.dte degree OograM;

state,testing and licensing is also required. The physical therapy aide is trained primarily pn4he-tob

by the registered physical therapist, who has had a four-year, highly selective professional training

prOgram in college.' The caution regarding handicapped students in general is perhaps somewhitlustified

when one considers the rigorous training which a registered physical therapist experiences to )become a

ibfessional allied health persOn. It is especially important to note the mlitt of this concern.towards

the handicapped when the teacher initiates the use of this plan.
,

i

4

.:!L 191



Physical Therapy Aide TraininiPlan - Target PopulationS and Locations In the departments, inteiviewed,

there was'better acceptance of training disadvantaged students (who were considered to be free of most

mental and physical "handicaps") to be successful physical therapy aides. The,disadvantagement could be

educatiorial, especially'as long.as the student maintained
approximately a junior high level of reading,

arithmetic, and writing skill..1This i8 important for any,possibleimperwork 'which the aide may do.

SoMe clinics require a high school diploma., but mot agreed that much of the training was of neceSsity

ot-the-job and specific to, particular patients. If the student trainee's disadvantagement was "social,"
or involved such student problems as delinquency, there

was more caution aneconcern from the department
, heads, Who were not anxious to train students extensively in

the basibpatient relations and professional
ethics related to the job.

. There was Much emphasis on the,need for good physical health and
strength in properly helping to lift,

transport, and.exercise patients. One therapist also noted that good physical stature is important

in communicating "physical normalCy":as a goal for a debilitated patient. (For example, it Vas noted

that a stroke victim needs a.good model to motivate him to re-learn proper walking gaits).

.H I strongly suspect from my own experiences with these interviews that a teacher of the disadvantaged

woul'd need a fairly cooperative' and persuasive manner to convince'physical'therapy departments to he4
train students as.physical therapy aides. Perhaps Contacting smal;eer clinics or private nursing homes

would lead tp more successful usebf this plan, than in applying it tp a larger metroporitan hospital
,

setting. In the larger settings, there was more reluctance tb take the time, budget the moniy, or accept ,.

the liability'of student trainees,* I feel these are,basically realistic and justified concerns. The

192

.smaller nursing homes also especially tended to.have long-term recuperative and handicapped patients,

allowing, the student aide'and the patient time to adjust personally to each other and the job, unlike

the constant short-teripatient care common'to many clinics andlospitals.

4

*There are several probable reason's for this reluctance. First, one must realize that a registered

. physical therapist pays liabilAy insurance and essentially bears the expense of the lawsuit if sued.

Also, there' may not be adequate tilp.to pariicipate in the supervision of students.

193



TRAINING PLAN FOR COOPERATIVE VO6TIONALEDUCATION

The (Name Of Business FirM1 will permit (Name of student) from (Name of School)

High School to enter their establishment as an employee underlhe supervision of (Name) for the

purpose of gaining knowledge and experience in the occupational area. of PhOical Therapy so that

the student may prepare for a car r as a(p) Physical Therapy AidelP.T.A.)

.

Approximate

Time

$

,

(

,

Learning Activities , OJT.

In

.School

.

Evaluation
,

Individual

Study Assignment
.

,

ontinuously.
,

,

,

.

,

.

a ':'

ontinuously

,

o

.

,

/ .

,

, (

Professibnal Ethics and BehaYiOr

,I. Isearh not to discuss patients, fheir

. treatient, records or family history:

wIth anyone other thin the profes7 .:

.sional clinic staff or the Register'ed
s i .

4
Physical Therapist

2. Develop the professional maturi4 to

:avoid teasing or joking abouta...

patient's condition with anyone"

3. Observe.all-rules regarding,limited

access to patients medical records'

Behavior' and Rote. ethe c.i.loyee

,I. Learn to recognize personal khOwledge

and.training limitations ,

2. Develop abilitylor gentle and

, responsible patient handling .

.
,

,

.

,

,

x,

x

X .

X

,

.. a

,

x

,

.

X',:

X

,

.

d/

,

,

4 I

,

0

.

,

.

,

,

,

.

Student should read any

books or pamphlets on a.

job behavior that may b

suggested by the Regist

PhysiCal Therapist

r

,

.

Students might practice

oh one another 7 object

learn gentle familiark.

touch and'pait avaidanci

,

.

,

,
,

.

,

propriate

eyed

Tassage.

is to

with

195



'cCU.pation - Steam Table Servet

ix174-04TaretVoiit1l4tion - Educable Mentally. Retaltded

i 0



Target Population The following training plan is designed for the educible

ment4ly retarded. The student, educable mentally retarded, will eihibit

minimum qualifications for'the.job in the areas of memory, speed and coordination,

and appeartnce. The training plan assunes the school has a steam table or

kitchen to which the teacher would have access for training purpoies.

s

40

212
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TRAINING PLAN FOR COOPERATIVE VOCATIONAL EDUCATION

(Name of Busihess Firm)
will pe it

IName of Student)
from

(Name of School)

The

High Stchool to enter their establishment as0n employee under the 'suervision of for the

purpose of gaining knowledge and experience in the occupational area of
Food Service

so that

the student may prepare for'a career as a(41
Steam Table' Server

Approxim ate

lime

.

.

,

1 1

learning Activities

,

OJT

In

School

,

Evaluation

Individual

Study Assignment

four oeks

,

,

two weeks

,

four weekg

.

one week

,

,

'Knowledge of Nutrition
.

1.4 Exthit, knowledge'of the general cata.

gories of foods, the body's diily

requiiements and how foods contribute

to health

2: bbibit general knowledge,of special .

diets: diabetes, organic disorders

(ulcers, livei), allergies, reducing

diets and pregnancy
.

,

Food VocabUlary (
,

1. Exhibit'knowledge'of the basic terms

involved in food .preparation

2. Pronounce,and demonstrate knowledge

of ao.-9 foreign food ter:s found

on menu boards such as du jou., a la

,

,

.

X

,

X

,

X

.

X

,

Test

Test

Test

,

Oral Test

Test

,

View film: Foods that Buil

Health

View film: 'Foods, Fats and

Earl

,

,

.,

,

Work with chart of terms a:

definitions

Listen to correct pronuncii

on tape and tape own prom

tion .

-Study spelling list with'ac

pitying tape to prpnounce t

words

.

!For specific informatiop.2

to these assignments, see

Ography of books, pamphlet

film. AnC1-filmntrins en 1

carte, tetrazzine, stroganoff),2izza,
___... ..........._____

cacci7 atore .
,

i 3. Spell the commondtems found on menu

. boardi

.

. ,

'1

Af Ads 4,114ninn nlAn_

Good

d

tion

cia-

'214

elated

bibli- .

#



Page 2 Of.11.

Approximate

Time

,

,

'learning Activities OJT

In

School Evaluation

.1
Individual

Study Assignment ,

.

.

. continuous

I

continuous

continuous

I

0

continuous

1

.

Food Vocabulary (cont.)
,.

1

Food Handling

1. Demonstrate proficiency in use'of

equipment'used tolortion serve: pie

marker, slicing knife, carving knife,

scoop, serving spoons, tongs, meat

spatula

,

2. Show which piece of equipment is

, apprOpriate to portion and serve each

type of food

3. Demonstrate efficiency in handling

df
.

oo ,

a. gently hand plate to guest

b. help children reach the plates

c. warn giests of hot plates

d. prepare a carryout Order properly

1. appropriate plate and covering

2.. carryout utensils, napkin, etc.

e. refrain from stirring fragile end

easily broken vegetables

f.,pick up food in windows'immediately

g..select pan sizes which fit steam

table ',

h. keep burnersturned up to proper .

teiperature of 190 degrees

Portioning, .

1. Demonstrate correct weighing and

, measuring technique

a. weigh on scales to determine\

correct portions .

b. practice.to see that the portion

conforms to weight' .

,

Xv

X

X

>x

X

X

X

X

X

X

X
. 4

x

X

/..1
.;

X

x

X

X

.X

.0bservation

.

Observation
,

-

Observation

.

Observation

'Checking

weight
0

,

,
.

Make poster on which you

pictures of varimerdishi

with their correctly spel

,

Study names of uteneils 1

chart

Teacher demonstration of
v

Student demonstration of

tency on videotape

Make poster matching equi

lood

Demonstration on videotai

.

.

, ,

View film: Motion 2conom

Appliecl in the Kitchen

View film: Hash Slingin'..

Handling

.

Teacher demonstration

Student practice with sc
I

.

c. portion in one dip

215 -

X Observation Practice with utensils

paste

s togethel

led labelf

roma

use

profi-

pment witt

as

to Food

les

216
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Approximate

Time

4 '

Learning Activities
. OJT..

In

School

,

,

Evaluation

Individual

Study Assignment

clIntinuous

.

,

A

17

Hygiene

1. Wash hands properly before repoiting

to work and after using resiroom 1

2. Wear a hairnet which covers all the fk'

hair from forehead to back

3. Adjust the hairnet in the dressing

WOM only
,

4. Wear a clean'uniform with an'apron

, 5. Use equipment which prom:4es sanita-

,tion: plastic gloves if.indicated,

tongs, etc, .

6. Hold plates by the edge to keep your

thuMb off the eating surface

7. Replace a plate which nUght have been

accidently touchedon the sUrface

8. Clean the glass front of station Nali

wipe divider ledges frequently
f !

9. Refrain, from serving from cracked or
,

chipped dishes'
,

,

10. Refrain from touching hdnds to face

when Serving food

11: Refrain from wiping the surface of a

place with a towel

,12. Refrain frOm serving anything dropped

from the counter

13. Follow,refrigeration procedures for

coffee ,

14. Obtain a valid food handles health
).

card every year

,

, .

,

X

X

X

.

x

X

X,

X

X

X

X

,

.

.,

X

X

X

X

X

X

K

f,

Observation

0
,

II

.

/1

11

11

11

II

N

I,

N

ii

II

i

0

.

.

.

,

.

.

,

,

.

View film: Why.Foods.§2

Yeastlacteria

Fieldtrip to cafeteria

proper storage procedur

Read: '"Safe to Serve",'

Department of Health

Read: "Forty-Eight Ways

Food Inspection", India

rant Association.

. ,

,

- Molds,

to observe

es

N.Y. State

to Foil'

A RestSu-.



Pogi 13

Approximate

,

learning-ActiviOes OJT

In

School Evaluation

I0iv1clua1

StudiAssignment
,

. continuous

,

.

4

,

.

4

,

,

three'weeks

,

Safety

1. Learn about steam and its goperties

2. Learn the use of potholders and towels

to avoid burning

3. Learn to bend properly

4. When cutting, cut'away from yourself

.
. , ,

5..Avoid wet hands when working wi

'electrical appliances or around.

electricity

6. Mop flOor spills immediately

L Practice balancing food items with one

and both hands

8. Arrange items to be balalced before

' balancing

9 Change pans on the steam table using

the following procedures use a.dry

towel, one at ead end of the pan.

With tongs, raise one end to let the

gush of steam eScape.. Keeping handi

and arms well back, lift, using

straightup and out motion

10. Always useAry toiels to .take pans

out of. tpe.warmer

11. Refrain frotpouring coffee when

several-people are around the.station

12. Use a dry towel to remove coffee/

grounds from ille basket

13. Demonstrate first aid procedures

.
i It

.

t

Duties of the Meatlerver
A .

.1. 4ep the temperatUre correct.orrthe:

steaM
,

table,. check lempeiatures

periodically ;

2.. Balance colors when placing meat on

,

. /

,

X

X

X

X

,

X

,

X

, It

K

x

X

X

X

X

X

X

X

K

X

°

V

x

.

q

.

X

1 ,

X

.. Test

Observation

"

n

!

II

Zemonstra,

tion

Observation

and '

demonstra*

tion

,

.
.

,

Observation

0

.

N

".

.

".

_

,

View film: Kitchen Safety

View film: A New !ty:to L

Read: Inives & Carving",

HouseWares

Make poster Of hazards on

,

Read:"Use Your Head to Sa

Back, Co-op Ext., Corner

.

.

,

,

Student recordi his pract

videotape

leacherdemonstration

.

,

,

RO Cross resource persor

demonstrator

.

,

Field trip to SChcol caff

to observe steam table s(

,,

Practice Color arranges
the steam table

219

the job

e Your

1 Univer-

ice on

as

teria

rvers

ts

2:
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Page' 5 Of42.

A

,Approximate

Time

:

'

learning Activities

.

'OJT

In

School

.

,

Evaluatiop

Individual

Study Assignment

,

,

.

,k

,

.

,

.

.

4

,

,

t

,

3.(Greet the guest

° 4. Know the names of meats and the type.

of.preparation
,

5. tow the special of the day

Knowprices of each meat item

7. I.Change,the menu board whefi)replace-

ments are necessary

8.'Serve the largest looking portion .

firs,t

9. Be consistent in portions served from

customer to customer and froM day to

day
.

10. Know what constitutes a child's

,

portion , ,

11. Know what constitutes one order of'

chicken, light or dark meat ,

12. Serve broth and gravy.with portions

13. Know what seasonilgs are in each

dish \
14. Know what fish'is without bones

15. Dip froai the:bottom of.the pan to

insure wellheaied food .

16. Keep. the pan full

17. Communicate with management if the

,food does not apRear to be,of top,.

quality.
.

18. Serve accompaniments such as'tartar

sauce, hot sauce, parmesan cheese/

sOy sauce ., I

19. Have steak knives, steak plates and

steak sauce,available

20.'0rder and serve steak and lobster

as 'a special.order "

21. Place fried fOods under the heat

lamps ,

. ,1?
.

22. 'Garnish' the sandwich tray with pickle

lettuce, onions, .,kelish, ,mayonnaise;

I

X

X

X

X

X'

X

X

K ,

X

X

X

X ,

X

,

',

X

,

'

;'.'..

,

,

,

X

X

X

,

.

.

Test

Observation

0

0

0

0

It

.

.iiA

.

"

w

II

H

II

,

. II

.

, "

/

.

,

Study, chart

t .

,

Practice setting/up menu

,

.

/

.

Practice serving ind por

Study seasonings, chart

Study fish cnart

,

,

Maki pOster. 9f ,pictures 1

and their accompaaments°

0
.

, i
.

.

,

,

.

Practice preparing.a go
.

.. I, t

,and tomatoes .

board

,

ions,

f, foods.

222



/ Pogo 6 of 13,

Approximate

Time Learning Activities OJT'

In \

School

.

jvaluation

Individual
.

Study Assignment

,

,

.

23. Close the station as directed

a. clean the area

b. handle the-food according to

stipulated procedures °

Duties of the Vegetable Station Server

1. Keep the temperature correct on the

steam taLe .

2. Balance the colors' when placing .

vegetables on the steam table

3. Greet the' guest

4. Serve correct portions, neatly

5. Strive to serve six customers per

idnute during rush hour

6. Keep pans filled and'cleav

7. Serve onl? qua.:ty vegetables: check

tastel.temperature and appearance

8. Dip potatoes.ahd gravy correctly and.

neatly

.4 9: Know what ,is being served - whether,

it is canned, fresh, or frozen

10. Know what seasonings are contained in

the dish

11. Know the price of each,item

12. Dip vegetables from the bottom to

insure warmth

13. Serve juice with vegetablee by using

a hdleless spoon

14. Know what constitutes a child's por-

tion

15. Keep pans fulkand appetizing,
\

16. Keep the glass clean and free of stem,

17:Dip soup from the bottom with both

vegetables and liquid in the portion

,

.

X

K

X

X

K

X.

X

X

X ',

X

X

x .

X

X

X

X

! ,X.

,

X

X

X'

X

X

X

X

,,

X

X

X,

x

X

0b,servation

1,

,

is

m

.

,

H

1,

1,

It

H

if

1

II

H

a

_

,

.

.

4

Practice color arrangeme

\.

.

Try to identify nature.c

ito appeirance during fi

to cafettiial

V

1

e

t

,

Practice dipping and at

Practice portions

,

C

223

ts

f food b)

old trip

ing

24
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f

,

Approximate

Time

.

, ,

learning Activtttes,,

,

OJT

In

School Evaluation

Individual

Study AsOgnmen .''

,

,

,

,

.

1

two weeks

,

,

.

18. Use different utensils for each vege-
;

'table

19. Replace,dropped utensils,

20,,Dip'offexcess grease
,

21. Remove vegetables that spill into

another vegetable ,

,

22. Learn to dish double portions, and

special order, as directed

21. Order, more food'when the pan is still

3/4 full

24. Use the microphone pleasantly,when

ordering

,25. Close he station as directed

a. clean the area ' °

b. handle the,food according to

stipulated proCedures

,

Duties of the Bread Server

1. Know the types o

f;

breads youlerve:

white, rye, whole wheat, cinnmon ii

rools, parkerhouse rolls, vienna

rolls; cornbread, biscuits, garlic

bread, etc. .

2. Know the airredi portions a

. ''.

. $ ,

3. Know the'price Of each,item ,

4. Place the,butter and margarine with-

in cuetomqr's.tqach ° 0,

5. Remove unippetizing. breads .

,

6; Keep hot breeds hot $ '' ,

7. Rigulate the amoUnt of bOad on the

counter

8. Uee the oldest bread first.

9, Remove breads touched by the' customer

10. Bake off bread after baker loaves, Ai

X

X

4

X,

X

X

.

X

K

,

X .

X'

X.

1

X

X

X

X

X .

'X

x

X

?

'

X,

X

X

X

,

.

.

.

K

X

X

X

Observation

, "

.

0

0

0

.

Observation

,

0

0

"

0

is

. ,

, 0 t,

. " :

....

6 .

,

.

,

,

.

.

.

1

,

actice,cuttIng/iervi.49

,

iractioe portions,to acia,

,rectnesi

1

Collect pictures of unappl

bteads

,

,

, f

h ,

Practice baking

r

,P

he'bread

ve Con

tizinq

.1
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,Approxikte,

Time

,

t,

Learning Activities OJT

in

School Evaluation

Individual

Study Assignment

two weeks

.,

.

four weeks

,

,

.

Duties of the Beverage Server,

1. Make coffee with special attention to.

the following:

a. usingfilters

b. filling the basket .

c. throwing away the used grounds

d. rejestittp614coffee.

2. Pre...$*64.. fri cups at a time,

even during.rtish.hour 01

3. LlarnIo.make-.0d oervt Sankal hot

4. LeOcn IlistYpes of soft drinks .

availablislor sale

5. Knot the price of each item

6. Know procedures involving,serving or

using ice

7. Stock up for the rush hour

8. Clean area as directed, using urn

cleaner,6 the coffee urn periodically

9. Close the station as directed

.

Duties of.the Salad Server

1. Know the names of the salads such as

bean, cream and cole slaw, chef0 ,

carrot-raisin, tuna, fruit, combine-

tion, jello .

2. Master the one-dip:technique

3. Learn the portion chart

4. Core and cut tomatoes into usable

wedges

5. Know the types'of salad dressings such

as Pfench, Russian, Thousand Island,

Blue Cheese, Oil and Vinegar

6. Know the fruit juices and their names

7. Rotete;ealads to sell the oldest fiat

:04Vi*iie,wilting salaqsiii discard

'9.Atore:5ilids properli*prevent

X

X

1

X

. x!

X

X

X

X .

X

X

A

X

.

.

X

X

X

X

X

X

X

X

', X

X

.

X

, X

. X

X

.

'

X

X

,

X

X

K

Observation

..

-

Observation

" '

" ,.

.4

.

" Practice

11

.

,

"

'44a6tipe
n

f..

".-..'.

.","'

11

11

N

$

Teacher demonstration. S

practice
,

Field trip to view types

urns at supply house

View filmstrip: Coffee,

Coffee Brewing Institute

I I

Practice this routine
,

,
.

!

.

I A

r
..,:),1

cleaning urn in

cafeteria
,

Make salad chart and lab

,

,.

,

dipping salads

,
.

.,...,.4. ,7; /ii

rac Oa coring and sat

11404,Ster of juices at

dreeills

,

.

I

I

,

.. '

rown ng se an antioxxent ror

lettuce iteme)

tudent

of coffee

lease,

school

el

ing

d salad



ApproxiMate

Tim0 . learning Activities OJT

10; Use the can opener properly

11. Clean the lettuce leaf by leaf and

have it available as you assemble and

dish salads

0 12. Provide the free crackers which

accompany the salads

13. Watch for indications of spoilage suc

as bubbling

14. Cool the dishes.whiCh come from the

kitchen before assembling salads on,

them

15. Restock dish storage shelf and rackii

during slack times

16. Check the napkin, tray and silver

supply

17. Keep the menu board up-to-date

18. Discard rejected silverware

19 Close the'stabion as directed.

,a. 'clean the area
,

atore4he food ,a6)rding to stipu-

. lated prOcedureS
,

three weeki D41000.te:D4Ort;8erver

*Ore:pieiand desserts attractively

colors attractively

'.;,f,ject, ragged or broken pieces,

'Irately meringue, bubbles in thi

custard, items with black specks

2.)(how the type andlngredients of

lach dessert: pies, cakes, cobblers,

puddings, browniei, cheesecake

lhow the price of each item

229 ut pies with the proper techniquel,

Ailing the pie marker and dipping the

'.VKnife in cold water When cutting

meriniue

X

X

In

School

Page 9 tO*L.11

Evaluation--

X

X

Observation

11

11

11

Individual

'\\Study Assignment

Demonstration

Practice\cleaninq lettuce

J

Collect pictures, label ingredients

Cut and serve pies and cakei.

230



dIt

. Approximate

_
Time

.

Learning Activities

,

OJT

In

khool

,

Evaluatton

.

. ,

. Individual

Study:Assignment

.

continuous

,

1 1

,

,

,

,

v.tontinuoUs

,

.

.

,

,

..,

i
, . .

,

5. Complete additional duties as requited:

fi4ng carry-out orders, givingstandy

to children, etc. ' ,, ,,

Communicating with the Public

1. Demonstrate ability to communicate

effectively with the public

2. Demonstrate understanding of the ways

we communicate non-verbally
. i

,

,

, .

3. Greet customers and keep the line movr-

. ing with phrases appropriate to the 1

serving station, suggesting'items tol,

a vaccilating adult ot,child

4. Be positive with the guest

5, Sell by suggeition, by being alert

and agressive
.

Maintaining the Job Through Good Work

Adjustment, , .

1. Know the,personal qualities which will

enable you to get along with peoPle

, . .

,

2. Know how to get along with the hoes

,
1

X

X

;

X

,,

, x

X

.

,

X

.

,

X

',;,',X

X

X

X

X

.

.

Test

ObServation

(1:'''thCiiC

'''' 'YJAWPOphlet:lou

'

" ',11014,plity

'

Test

,

.Test. .

Observation

,

A
, ,

4

Role play situations whiCh would

Noir on the'iob
,

Pantomime non-verbal communications

Analyzeyourself and others on tiPe

for signs of non-verbal comma-

cations

View filk: COmminigating, wig. i

Aim Communi-

titte401ithing
_....0.,

Eta40V4u ay It in Many Ways",'

,-!-'r-.. b,----

pp. 29-47'

selling by suggestion ,

,

..,.

r.

ReadslersonalitY Habits" in Get,
.r..

1:1221 It TOlether,, '1?P; 34-41

View films: eallED with PrOblem
.

Peoplesibe prgOtten) pealing, Witl

Problem Poile: The' Hotheads Deal-

lawith,Problem !Wel the Bcof-

dery Bealing,with Pftiblem !gat

The DitorderlOorker

View film: Your,Uob - You,and You:

'Boss

Reid: nWhat the EMployie May
.

Expect", Activity 15; Activities

lil nporld of ttc
.

.;
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Approximate

Time

two weeks

learning Activitid

3. Know hoW to get the utmost sati'

. factia from this. jcb

4.,Learn how to follow 1nstructions

OJT

In

School Evaluation

40,; J,1
I

pogoll of 13

Indtvidual

Study ksignment

5. Make your, personal appearance cOnform

tO:the company4ress code:

a.,uniform length

, b. cleanlihess of uniform

c. repair of uniform

d. proper Accessories

Knowing Company Regulations,

1.Know What to expect in terms of

,:regurations common to most companies:.

, a. breaks

b. use of company phone

c. employee parking

d. package Check-in

QP proba4 nary period when beginning

overti

g. provis on of uniforns

'h. mokink:areas

1. progress,'rei1ew

j. raises :

k. calling 'in when sick or late

4. company meerbings

m. ftichargihg of employees

n. leaves of absence

o..resignations

p. esal policy for °pie:VW,

q. holiday pay

r. medical imam, pillion plan,

And *Or 4inge hanifito

X

X

X

X

".*,

Observation

o.

TeW

Read: "What the ,1...loyee May

Expect", Activity 15Activities

in the World of Work

Read: "Joibs Have Personalities,

Too" "SittsfactiOn in Work,
'

Situations",, pp. 41-48; in yauE

personality and Your Job' A

Read: "Following Instructions", /,

22ial Places with Your PersOnality

pp. 29 -.38 t

Interview personnel ianager

localcafeteiia to datainithis

.information

,

Interyiew petsonnel manager of 1401;

cafeteria to obtain this information
,

*
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Occupation - Stock Clerk

Su ested Tar et/Polulation - Mildly Retarded

9

p.

ID



\

Introduction - This training plan 15 an\\analysis,of skills necessary for grocery stock-persons, 1

7ne job title is somewhat misleading bec4se the.actual jkdefinition of ",stock-pere cap .\
1

be so broad as to include the skills necesiary in cleaning, sacking, And cashiiring, also.

Much of what the job encompasses is determined by 'the sire of the groCery stiTe, the Capa-

bilities of the employee, ahd variations in union rules, which deterline much policy for many

grocery chains1 l'he physical requiremenei\of the job inclUde strength, (especially uii of

tv.t.1 las, for lifting, shelving, etc)); prolonid ability to steed (especially tor cashiering);

Ai general health (needed for any publi,c confect job), #

,14#Population - The following plan is designed' for mildly ret,rded persons (ge. high ENR

Lange), who are also hearing impaired (Lei partially heering, jossibly with use of hearing

ai0. Persons who functiOn in the high educable rip are ,generallv capable pf baeiC reading

and wrAing ikills.1Stocking also requires a basic knowledcp of arithmeticikills, or at

leastiunctional recognition of numerals, when pricing, making inventpry 'checks, etc'. 'The

hearing-impaired EMR person will perfor better in a grocety-s ck posfiion if he is capape of

good visuakperceptual skills, especially conceping balance and epth perception. In the , le

learnitvL ess, visual matching tasks'are applicible in teaching ecognition of various .

products, prices, or cash register keys, for example. Repetition ah practice of the job tasks

(which could be re-created in the vocational classroom setting) will r force the stu'dents'

mastery, and especially increase the confidence needed in real job situa ions for the educable,

hearing impaired person,

238

v
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The, (Name of Business Firm)

TRAINING PLAN FOR COOPERATIVE VOCATIONAL EDUCATION

from LNamp rioperMit (Name of Student) nf Rchn

Nigh School to enter their establishment as an employee Under the supervision of 01010) for the

,

. purpose ,of gaining knowledge and experience in the occupational area of
Stock Person

so that

the student mapprepare for a career as a(n) Grocery Stock Person (Stodcsilerkl

6

Approximate

Time

,

rc, ,

.4 Learning ActiOties OJT

In

School Evaluation
,.

Individual

Study AssigOent

,

_

Skills4Relaterl to Job Success

1. Know pL transportation routes, or

other I able ways of getting to work

2. Punch in oh time clock according to

schedule

3. Punch out for scheduled breaks and

, lunch

4! Check with supervisor at end of shift

before punching out"

5. bow not to punch anyone else's time

card ., ,,,

6. Knai company policy on 'cafling in sick,,

other absences,ior tardiness
,

,

Grooming Skills

1. Keep regular routine of shower, sham-

pao; include fingernails clipped, stay

cleanshaven

2. Be.responsible for proper care of

uniform', do not wear jeans or canvas

shaes

3. If applicable, keep hearing,aid clean,

in good Working order, and well-

protected by clothing on the job

..

/

.

X

X

X

,

.

X

X

.

k

X

X

X

,

.___,(11

,

,

v, ..-

,

,

,

i

,

,

,,..., ..,, 1

,

4

,

.

,
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lpproximate

Time
,

,

..

.

,,

?laming Activities
1

OJT

In

School

.

Evaluation

Individual

Study Assignment

,

1
,

,

L

Continuous

0

-

,

.

Work Habits and Attitudes

1. Check with supervisor upon starting

shift for additional job duties or

changes in aisles tote stocked

2. Be friendly and helpful if customer

needs assistance, otherwise work

quickly and quietly

3. Be dependable and willing to work

4. Check withsteacher and work super-

visor about application and respon

sibility for union rules and policie.

5. Inform manager of suspected shop

lifters, do not try to approach any-

one by yourself

Safety in WOrk Area and Personal Safety

I Be familiar with general safety rule

of store and how to avoid common

causes of accidents

2. Know all duties and.location of fire

exits in caseiof fire. Never block

'these areas with skids, boxes, trash

,etc.
.

1. Know how' to use fire extinguisher

4. Keep aisles free of,debris on floors

or shelves ..

5. Do not overstock height limits of

shelves or displays, espeCially

with glass itets ,

6. Keep floors as clean and dry as

possible

7. Properly dispose of broken glass or

other .damaged items found in store

or stock area

8. Learn not to overstuff. incinerator

with trash . 4

X

X

X

X

V

X

x

X

K

X

X

x

,

,

,

,

.

X

,

X

XT

.

X

X

,

.,,

.

.

Continuous

until stu -

dent oom-

petently

performs

skills and

behaviors as

listed for

job

Time adjust-

ments for

learning

individual

items may b

necessary

,

'

..

,

,

,

,

4

,

,

,

.

,

,

. .

21



Approximate

.1 Time

r ,

,

Learnil ActivitiesI' '

OJT

In

School Evaluation

..

,

Individual

Study AssiOment

t

.

.

,e

.

,

,

4

two weeks

.

,

.

,

three weeks'

,

.

,

.

. ; ,

9. If customer has accident

a. helpdnjured person

b. ask .for witnesses' names

c. check condition of premises

d. inform manager immediately of all

such incidents

10. Move skid carefully to side of aisle

where shelves are lécated when stock-

ing, never block aisle'

11.
use lirm motion down and away from

. ,

.fingers when'opening cases.with razor

cut:ter, neverleave'tools in aisle

12.. Do'nOt'weir canvas or cloth shoes

13. Recognize:personal hearing limits,

. exira care is needed to avoid accir

dents .

14. Do not hurry so much as to becore

:careless in your work
.

.

StOck Clerk, Duties.. ,

.

.1. Unloading truds ,

(J

a.:organize backrook for adequal
I.:

unloading space ,' .

b,. count entire load wit.kruck dri-

ver to make sure 'aroun' gree

c. wheel loaded carts int, : r

stock area

'd check off supply on appropriate

Order or invoice form

2. Backroom set-up .'

.a, separate merchandise by aisle

,

and,shelf layout, arrangdlon skids

b. clean upany broken or damiged

stock from truck .
,

c%,unload new merchandise with regu

lar backstock, rotate so alltolderl
. . . . .

X

X

x

X

.

' X

X

X

,

X.

,

1

y
.

X

X

X ,

X

X

,X

,

.

.

.

,

,

,

,

.

,

.

.

,

. .

,

.

.

.

,

.
.

,

.

,

.

.

,

.

,

,

,

.

stocic is s e ve rs



Approximate

Time

two weeks

s'
'491ijilf 7

Indi4dual

Study Assignmet

,

d. keep back are

.or misplace beig0i e

e. lOad ihd move:Carts Carefully

when taking stock to store

3. 'Unloading and opening eases

a, unload olnly one,dart,or skid per

aisle, on every other aisle

b. place case on floor in front of

same product on shelf

C. open cases by,cutting around thre

sides of glass or canned goods,'

open,box items (Cereal, sop,

mixes) by hand, to avoid cutting

into product'packages

four week's , 4. Stepping prices .

a. Use freshly-inked stamper,'set,

on code letter:assigned for item

b. set price on stampet by turning.

rubber discs, check setting by

stamping on shipping carton

C. be able to properly,identify all

apropriate numeral combinations

d. check with manager for proper Use'

, of M, and unit signs (5/$l)

e. stamp pricet,acrossitems in case

in "S" shape pattern, for maximum

efficiency anespeed

f. stapplirchandise on.top of item

or'in white price.sgot designated

by manufacturer

g. check with manager ydetermine

,whetherdry goods (noodles', beans)

anci dairy or frozen fOods may nee

,priCe stickers',Y,

h. always cheCk price book to,be sur

246 price agrees with shelf ier-.

chandise'

,t

247

4



Approximate

°. Time

i

.
,

1.earning. Activities,

,

OJT

''. In -

,School ivaluation

Kr
Inclivi4ual

,,

Stuq, Assignment

1

,

ir to sii$,

weeke

.

.

,

,

.

,

.

,

.

,

,

.

,

,

i. to change,pricel remove Jprice

with rag.and alchohbl; re t

new,piice. On,box items, t

out old price and re-stamm*k

price sheet invoice as to g6W

Trices were changed,' ,,.,

i,...5. Stockinsihelves : 4
,

. a. learn tO 'use both hands indeten-'

e.
dently to: ! ,

'1. pick up full rows, of' tqc items,

.

(cereal) from case and place.on

shelf

2. pick up canned or glass items '.

two in. each,hand (0if capable)

,

.411d shelf ,

3. pick up'handled cartons (bleach,

milk) two in each hand and

shelf

4: stock paper produCti from case

.
in iull rows, p4king up as

o' many as possible
, t

b. face all labels to front of shelf

a c..st6tk no more than one stocking
,

cart pet aisle at one time

d% aove old items to front of shelf

(new merchandise behind it)

e. pick up case and brace between

second.shelf and'your body when

o
itocking high shelves to save

bending time

f. ao not stock hi than customer

can reach (not o r 6 feeE)

I.., remember_to clear floor area'be-

fore going-iebreakor lundhc,

h. place damaged ,merchanaise,itom

case into assigned cart or area
. .

...

'

,

X

X

X

X

.

X

.

1

,

t

.

,

..

.

1

,

.

,

,

,

.

,

.

.

,

,

.

,

,

.,

,
,

,
. .

,

.

,

,
.

',.
.

,

.
.

,

.

,

.

,

,

.

.

.
,

.

,

.
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Approximate

Time learning Activities OJT

In

School Evaluation

Individual

StUdy Assignment

four

250

weeks

i. Collect any foreign items from X

wOrking section; put back in

proper area ,

), do not change allocations in X

aisles without manager approval

k. inform manager when supplies are X

low (with good judgement skills,

employee' may mark own invoices;

check wit manager)

1, disposelof all used cases and X

41cresilt,
cartonein stockroom area or

incinerttor

6. Stocking dairy or frozen product's

a. always rotate dairy products by X

age. Check rotation codes with

manager

b. use sticker or special frozen food X

, ink when pricing dairy or,frozen

products

c. wipe off dairy shelves with wet

cloth befOre restocking

d. wipe off frost or moisture from X

frozen food area before restock-

ing

e. proceed according to regular

stocking rult:s, always handling

food with care (e.g. eggs, milk)

Other Stock Person Duties

1. Sacking

a. if employee cannot hear ashier's X X

belj ?or sick boy, check with

canhier every 1/2 hour or so for

help (hnaring impaired may ron-

pond to flanhing light set up in

him stocking aisle

b. equare off corners of box4into , X

corners of sacks, load cans in

bottom
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Approximate

Time

*

,

,

Learning Activities OJT

In

School

I

Evaluation

Individual, ,

Study Assignment

to

.

',.

,

.

,

11

4.

.

,

c. load "alike" items together

1. sack meats, together lin,douple

1 bag if leaking) Do not load

soap 13roducts with meat; may

spill and spoil taste

2. frozen foods together

,

3. bread and other crushables

should be at top or in separate

.

"sack
04.
.,

4. light produce at top of sack

d. do not sack paper items with meats

.,.. or vegetables that leak

e. load heavy items (potatoes, soft

drinks) directly in shopping

cart,

f. load sacks into cart for customer

g. assist customers with heavy sacks

to their automobile.

2. Cleaning duties

a.'Use push broom on floor of store

b., daspmop area with soapy water for

wet or sticky messes .

c. clean up debris from floor area

and backroom stock area

4. use cleanser art 'fi ures in.em-

, ployeeyestrodml ampmop floor

When necessary

3. Miscellaneous

a. answer customer questions as

best able or refer them to some-

:one who can answer questions

,:b. check with manager regarding

special displays, set-ups

, c. !dill. cashiers' grocery sacks

4upply from stockroom, deify or

al needed

d, bring grocery carts in from out-'

X

X'

X

X

X

X

X

X

X

X

X

..

,

1

.

)

,

,

,

A

.

,

.

, .

.

,

,

,

.

, .

.

,

,

,

.

.

'

,

,

MIMEO arrows..
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